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INTRODUCTION 

Purpose  of  Report 

The  1976  Session  of  the  North  Carolina  General  Assembly  directed  the  Office 
of  State  Personnel  to  conduct  a  study  of  salaries  of  all  classifications  of  law  en- 
forcement jobs  in  State  Government  and  to  prepare  a  report  for  the  1977  Legisla- 
tive Session.   The  following  report  is  in  response  to  that  directive.  (S.L .  1975", C.  f8$>$  "+ ) 

Nature  of  the  Report 

In  determining  the  most  appropriate  methodology  for  the  preparation  of  this 
report,  several  considerations  were  involved.   First,  the  "classification"  of 
law  enforcement  jobs,  meaning  the  "determination  of  the  type  and  level  of  work  in 
terms  of  duties  and  responsibilities",  has  been  an  on-going  process  since  1949  when 
the  State  Personnel  Act  was  enacted.   The  "classification"  of  law  enforcement  jobs 
has  been  constantly  maintained  or  changed  according  to  organizational  goals  and 
changes  affecting  duties  and  responsibilities,  and  at  times  by  technological  effects 
upon  work.   Under  standard  operational  procedure,  the  Position  Analysis  Division 
of  the  Office  of  State  Personnel  reacts  to  management's  request  to  evaluate  the  ef- 
fects of  such  changes  upon  the  jobs.   At  times  the  Office  of  State  Personnel  initi- 
ates reviews,  usually  when  the  need  crosses  agency  lines  or  requires  restructuring 
classifications . 

Within  the  past  two  years,  the  Office  of  State  Personnel  has  conducted  total 
classification  and  pay  studies  of  two  large  law  enforcement  organizations  in  State 
Government,  the  SBI  and  the  Wildlife  Enforcement  Division  of  the  Wildlife  Resources 
Commission.   Both  of  these  studies  have  resulted  in  appropriate  redefinition  of 
classes  and  some  change  and  improvement  in  the  salary  structure  for  classes  of  jobs 
affected.   Beyond  this,  the  classification  of  law  enforcement  jobs  has  been  main- 
tained by  establishing  additional  positions  based  upon  agency  request  and  reviewing 
individual  positions  as  the  need  may  have  occurred.   This  is  accomplished  either 
by  assignment  to  a  different  class  or,  in  cases  of  changes  in  the  classification 
or  pay  structure,  by  recommendation  to  and  approval  by  the  State  Personnel  Com- 
mission. 

From  this  process,  a  current  and  complete  set  of  "classifications"  exist  for 
law  enforcement  jobs  in  State  Government,  as  represented  by  the  class  specifica- 
tions, included  in  this  report  (Appendix  A).   It  should  be  emphasized,  however, 
that  "classification"  is  not  synonymous  with  pay.   Pay  is  a  related  but  separate 
consideration  of  the  relationships  of  jobs  to  the  labor  market  for  a  given  type 
of  work.   The  concerns  about  pay  are  taken  up  in  Section  II  of  this  report. 

A  second  consideration  in  preparing  this  report  is  that  for  the  past  two 


years  the  staff  of  the  Position  Analysis  Division  has  been  substantially  occupied 
with  the  development  of  a  new  method  of  classifying  State  Government  jobs.   It 
is  intended  that  the  new  system,  using  a  factor-ranking  process  which  is  more 
quantitative  in  nature,  will  supplement  the  present  position  classification  tech- 
nique.  One  of  the  major  job  categories  of  the  proposed  system  pertains  strictly 
to  law  enforcement  jobs  and  is  referred  to  as  the  Law  Enforcement,  Investigative, 
and  Protective  (LEIP)  job  category.   This  new  method,  when  completed,  would  result 
in  a  further  review  of  essentially  every  position  in  State  Government. 

In  the  development  of  this  new  system,  sample  job  descriptions  were  obtained 
for  virtually  every  type  and  level  of  law  enforcement  job  in  State  Government. 
The  various  law  enforcement  directors  have  been  advised  in  a  group  meeting  of 
the  new  job  evaluation  method  and  a  technical  advisory  committee  composed  of  ex- 
perts from  several  of  the  major  law  enforcement  agencies  appointed.   This  group 
is  providing  input  and  review  to  the  State  Personnel  staff  in  the  development 
process.   A  description  of  the  new  system  and  the  basic  evaluation  tools  developed 
to  date  are  included  in  Section  IV.    This  system  still  has  to  be  refined  and 
field  tested  before  implementation. 

Because  the  new  system  is  founded  on  quantitative  methods  of  job  measure- 
ment, it  results  in  classification  procedures  and  techniques  differing  to  some 
extent  from  the  current  position  classification  plan.   This  is  because,  in  the 
new  system  of  job  evaluation,  classification  conclusions  are  portrayed  separately 
by  "work  levels"  and  pay  is  a  distinctly  separate  consideration.   In  the  present 
system,  classification  and  pay  ultimately  become  merged  and  are  graphically 
portrayed  only  by  the  salary  range  assigned.   Consideration  of  the  pay  data 
recommendations  in  this  report  should  be  done  within  the  context  of  the  present 
classification  and  pay  system.   Pay  determinations  for  the  new  system  can  only 
become  applicable  throughout  State  Government  after  the  new  system  is  completed. 

A  third  consideration  for  the  approach  to  this  study  was  the  concern  that 
the  general  economic  conditions  of  the  recent  recession  would  have  had  some 
negative  effect  upon  the  State's  pay  relationship  for  various  jobs  with  the  ex- 
ternal labor  market,  including  law  enforcement  jobs,  and  that  an  assessment  of 
pay  adequacy  would  be  a  very  significant  consideration.   Therefore,  an  extensive 
salary  survey  has  been  conducted  by  the  Office  of  State  Personnel  of  over  1,200 
types  of  work  within  the  private  sector,  municipalities,  and  other  states.  Salary 
data  concerning  lav  enforcement  jobs  are  included  in  this  report  in  Section  II. 

A  further  clarification  is  that  this  report  does  not  address  itself  to  inter- 
nal management  structure,  operational  effectiveness,  program  needs  or  employee 
relations  of  the  various  law  enforcement  agencies.   These  are  primarily  a  manage- 
ment function,  not  a  direct  concern  of  classification  and  pay  considerations. 


In  summary  this  report  contains  four  components: 

I.   Commentary  on  Present  Classification  Relationships 
II.   Salary  and  Benefit  Considerations 
III.   Summary  of  Classification  and  Pay  Recommendations 
IV.   Description  of  Proposed  North  Carolina  Job  Evaluation  System  - 
Law  Enforcement,  Investigative,  and  Protective  (LEIP)  Category 
(Tentative) 


SECTION  I.   COMMENTARY  ON  PRESENT  CLASSIFICATION  RELATIONSHIPS 

A.   Types  and  Functions  of  Law  Enforcement  Jobs  in  North  Carolina 

Law  Enforcement  jobs  in  State  Government  are  of  many  types  and  varieties, 
They  range  from  criminal  investigation,  institutional  security,  highway 
patrol  and  safety,  correctional  custody,  wildlife  and  marine  fisheries 
enforcement  and  protection   and  forest  protection  to  transportation  and 
insurance  investigation,  among  others.   There  are  also  a  large  number 
of  technical  supportive  jobs  such  as  those  in  the  SBI  Crime  Laboratory. 
In  the  State  job  classification  system,  law  enforcement  jobs  constitute 
classes  of  jobs  found  in  numerous  agencies.   Typically,  they  are  defined 
by  special  purpose  programs  within  single  agencies.   Some,  such  as  Securi- 
ty Officer,  are  utilized  in  several  agencies  and  departments.   Following 
is  a  listing  of  the  general  types  of  positions,  their  organizational 
location,  and  a  brief  notation  about  their  function.   (A  list  showing 
the  number  of  positions  in  each  class  is  found  at  the  beginning  of  Ap- 
pendix A  followed  by  all  class  specifications.) 


Type  of 
Positions 

(Classification 
series) 

ABC  Officer 


Organizational  Location 


ABC,  Department  of  Commerce 


Correctional  Officer  Division  of  Prisons  -  Depart- 
ment of  Correction 


Park  Ranger 


Parks  and  Recreation  -  Depart- 
ment of  Natural  and  Economic 
Resources 


Program  Functions 


Enforcement  of  ABC 
laws  and  regulations. 

Correctional  custody 
of  inmates. 

Operation  and  securi- 
ty of  State  Parks. 


Forest  Ranger 


Public  Safety 
Officer 


Security  Officer 


Law  Enforcement 
Officer,  Vehicle 
Inspection  Officer 


Forest  Resources  -  Depart- 
ment of  Natural  and  Economic 
Resources 

Department  of  Human  Resources 


Numerous  State  Agencies 


License  and  Theft  Section  - 
Division  of  Motor  Vehicles 


Propagation,  operation, 
and  security  of  State 
Forests. 

Fire  and  Police  Pro- 
tection -  Butner,  NC 
and  Department  of 
Human  Resources  Facili- 
ties . 

Institutional  (hospitals, 
campuses,  State  Govern- 
ment complex  security) . 

Enforcement  and  investi- 
gation relating  to  opera- 
tion, sale,  and  licensing 
of  motor  vehicles. 


Type  of 
Positions 

(Classification 
series) 

Highway  Patrol 


Museum  Guard 


Commercial  Fish- 
eries Inspector 

Wildlife  Enforce- 
ment Officer 


Transportation 
Inspector 

Insurance  Investi- 
gator 

SBI  Agent  and  re- 
lated 

Military  Security 
Guard 


Organizational  Location 


Highway  Patrol  Division  - 
Department  of  Transportation 

Art  Museum,  Department  of 
Cultural  Resources,  UNC- 
Chapel  Hill 

Division  of  Commercial  Fish- 
eries, Natural  and  Economic 
Resources 

Wildlife  Enforcement  Division, 
Wildlife  Resources  Commission 


Utilities  Commission,  Depart- 
ment of  Commerce 


Department  of  Insurance 

State  Bureau  of  Investiga- 
tion, Department  of  Justice 

Military  and  Veterans  Affairs 


Program  Functions 


Highway  safety  and 
law  enforcement. 

Security  of  art 
treasures. 


Inspection  and  en- 
forcement, commercial 
marine  fishing. 

Wildlife,  hunting, 
fishing  protection 
and  enforcement, 
motorboats  and 
water  safety. 

Inspection  and  regu- 
lation of  public 
transportation . 

Violation  of  insurance 
laws  investigation. 

Criminal  investigation 
and  identification 

Military  installation 
security 


NOTE:   Certain  of  the  above  classes  in  the  Forestry  Division  and  Parks 
Division  are  not  engaged  primarily  in  law  enforcement  work  and  have  sig- 
nificant non-law  enforcement  duties.   While  they  are  all  in  the  law  en- 
forcement "family"  of  jobs,  this  distinction  should  be  kept  in  mind  in 
considering  the  applicability  of  this  report  to  these  jobs. 

B.  Statutory  Qualification  Standards  for  State  Law  Enforcement  Jobs 
Since  July  1,  1973,  qualification  standards  for  State  and  local  govern- 
ment law  enforcement  officers  have  been  statutorily  determined  and  admini- 
stered by  the  North  Carolina  Criminal  Justice  Training  and  Standards  Council. 
The  Council  establishes  standards  of  qualifications  for  education,  physical 
and  mental  condition,  and  personal  background,  for  all  applicants  for  law 
enforcement  work.   In  order  to  be  considered,  an  applicant  must  meet  these 
standards,  as  applied.   Minimum  salary  standards  are  also  prescribed  by  the 
Council  for  different  types  of  law  enforcement  jobs. 

C.  Office  of  State  Personnel  -  Policy  on  Education  and  Experience  Require- 
ments 


It  is  the  responsibility  of  the  Office  of  State  Personnel  to  determine 
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minimum  qualification  standards  for  all  classes  of  jobs  under  the  State  Per- 
sonnel Act.   This  determination  is  made  in  the  job  analysis  process  in  coordi- 
nation with  agency  management.   While  satisfactory  standards  must  be  established 
to  meet  work  requirements ,  such  standards  must  also  be  acceptable  in  terms  of 
equal  opportunity  and  affirmative  action  programs.   A  copy  of  the  State's 
policy  on  minimum  qualifications  is  included  as  Appendix  C.   It  has  been  and 
will  remain  a  challenge  to  sound  personnel  administration  to  maintain  balance 
between  program  demands  to  increase  educational  and  other  qualifications,  and 
yet  maintain  equitable  minimum  standards  so  that  all  individuals  who  are 
capable  of  doing  the  work  are  ensured  of  being  considered.   This  applies 
throughout  State  Government,  not  just  in  law  enforcement.   It  is  mentioned 
in  this  report  as  a  matter  of  general  information  to  show  that  balanced 
qualification  standards  must  be  maintained  to  reconcile  often  conflicting 
goals  of  equal  opportunity  commitments,  quality  of  program,  and  labor  market 
supply  and  demand.   At  the  present  time,  graduation  from  high  school  or 
equivalent  is  the  minimum  educational  standard  for  entry  into  most  law 
enforcement  jobs.   Beyond  the  entry  level  varying  amounts  of  experience 
are  required  depending  upon  the  type  and  level  of  the  job.   Jobs  in  investi- 
gative and  technological  work  in  the  SBI  and  certain  other  agencies  require 
a  college  degree.   Experience  requirements  for  promotion  to  a  higher  level 
class  in  a  given  area  of  law  enforcement  work  are  stated  along  with  educa- 
tional requirements  in  the  last  section  of  each  class  specification  (refer 
to  Appendix  A)  entitled  Class  Specifications  for  Law  Enforcement  Jobs  in 
State  Government. 
D.   Recruitment  of  Law  Enforcement  Personnel 

In  general,  there  appears  to  be  a  ready  supply  of  basically  qualified 
applicants,  anxious  to  enter  many  phases  of  State  law  enforcement  work  and 
from  which  State  law  enforcement  agencies  may  select  their  recruits.   Re- 
cruitment is  generally  handled  by  each  individual  agency.   While  this  report 
did  not  attempt  to  compile  or  analyze  retention  or  turnover  of  personnel , 
inquiry  of  the  larger  law  enforcement  agencies  indicates  no  critical  recruit- 
ment or  retention  problems.   One  exception  to  this  general  recruitment  trend 
is  apparent  in  Correction  where  recruitment  for  Correctional  Officers  is  more 
difficult  and  retention  less  stable  than  in  other  law  enforcement  agencies. 
This  may  be  due  to  one  or  more  factors:   to  the  nature  of  the  work,  the  work 
environment,  and  the  fact  that  the  jobs  are  relatively  lower  paying  than 
other  jobs  in  law  enforcement  work. 

RECOMMENDATION :   It  is  recommended  that  a  one  grade  salary  range  revision 
be  considered  for  the  class  of  Correctional  Officer  and  that  consideration  be 
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given  to  extend  tlie  salary  range  to  eight  steps,  equal  to  the  Highway 

/ 
Patrol  Trooper  Senior  and  Master  levels.   This  is  in  addition  to  the  one 

grade  revision  included  in  the  pay  recommendations.   NOTE:   There  are 
1,597  Correctional  Officer  positions,  with  436  Correctional  Sergeant 
positions,  109  Lieutenant  positions,  26  Captain  positions,  and  four 
Major  positions.   By  comparison  there  are  146  Highway  Patrol  Trooper 
positions,  252  Senior  Patrol  Trooper  positions,  509  Master  Patrol  Trooper 
positions,  132  Sergeant,  54  First  Sergeant,  2  3  Lieutenant,  12  Captain, 
four  Major  and  one  Colonel  position(s)  .    Both  of  these  organizations  are 
similarly  "flat"  in  terms  of  relationship  of  non-supervisory  jobs  to 
higher  level  promotional  opportunities.   Recommendation  (b)  in  Section 
Ill's  Summary,  and  accompanying  Chart  "B"  includes  this  proposal.   The 
class  of  Correctional  Sergeant  would  also  be  adjusted  two  grades  to  avoid 
grade  overlap  and,  likewise,  higher  classes  in  this  series  by  one  salary 
grade.   A  further  consideration,  while  not  a  direct  concern  of  this  re- 
port, would  be  the  effect  of  such  a  change  upon  present  relationships 
with  other  classes  in  Correctional  work  including  parole,  probation, 
and  correctional  program  jobs. 
E.   Status  of  the  Present  Salary  Grade  Arrangement  of  Law  Enforcement 

Classes 

Exhibit  Chart  (A)  in  Section  III  shows  the  present  salary  grade  relation- 
ship  of  all  law  enforcement  classes  of  positions  in  State  Government.   This 
relative  grade  relationship  has  been  basically  stable  since  1970  with  the 
exception  of  the  results  of  classification  and  pay  actions  affecting  the 
SBI  series  in  1974  and  1975,  the  Wildlife  Enforcement  series  in  1976,  and 
the  additional  one  salary  grade  increase  granted  the  Highway  Patrol  classes 
by  the  1974  Legislature.   Grade  59  for  Security  Officer  I  and  grade  62  for 
other  entry  level  classes  in  law  enforcement  work  in  ABC,  Wildlife  Enforce- 
ment, and  Commercial  Fisheries  has  been  in  effect  as  the  standard  entry 
level  grade  relationship  in  recent  years.   With  the  exception  of  a  request 
by  management  for  classification  review  of  the  classes  in  ABC  by  the 
Department  of  Commerce,  there  are  no  classification  requests  pending  in  the 
Office  of  State  Personnel.   Within  the  parameters  of  the  present  classifica- 
tion structure,  the  grade  relationships  between  classes  are  relatively 
correct,  based  upon  type  and  level  of  work,  with  the  following  exceptions. 
(This  is  not  withstanding  the  adequacy  of  actual  salary  amounts  which  are 
dealt  with  in  Section  II,  Salary  and  Benefits  Considerations,  and  constitute 
a  separate  issue.) 


(1)  Relative  grade  structure  differences  that  are  too  com- 
pressed are  with  classes  at  salary  grade  74  or  higher.   This 
is  a  phenomena  observable  throughout  State  Government  jobs, 
where,  in  terms  of  relative  differences  in  responsibility, 
there  is  salary  grade  compression.   This  occurs  because 
State  salary  grades  are  maintained  in  perspective  with  the 
salaries  established  for  Executive  and  Council  of  State  jobs. 

RECOMMENDATION:   Adjust  managerial  and  administrative  classes  in  law 
enforcement  which  are  currently  grade  74  or  above  by  two  (2)  salary  grades, 
except  the  Highway  Patrol  Colonel  which  would  be  adjusted  to  grade  83. 
Chart  "B"  in  Section  III  includes  this  proposal. 

(2)  One  other  unique  exception  to  the  present  pay  grade  struc- 
ture is  the  status  of  the  Highway  Patrol  Trooper  (Senior)  at 
grade  65  and  Highway  Patrol  Trooper  (Master)  at  grade  66.   These 
classes  differ  from  the  class  of  Highway  Patrol  Trooper,  grade  64, 
only  in  terms  of  work  experience  and  length  of  service  of  the 
employee.   There  is  no  significant  difference  in  the  duties  or 
responsibilities  assigned.   This  results  in  a  cumulative  eight  step 
range  for  the  Highway  Patrol  Trooper,  for  essentially  the  same 
type  and  range  of  duties.   This  structure  was  established  in  1964 
as  a  policy  consideration  by  the  Governor  and  was  endorsed  by  the 
State  Personnel  Council. 

This  particular  structure  provides  and  allows  for  recognition 
of  advanced  experience  and  expertise  in  the  job  within  the  Highway 
Patrol.   In  an  organization  the  size  of  the  Highway  Patrol,  where 
there  are  many  more  Trooper  jobs  compared  to  higher  level  positions, 
this  mechanism  rewards  service  when  promotional  opportunity  is  restric- 
ted.  However,  this  structure  is  atypical  to  the  basic  principle  for 
position  classification  and  is  not  provided  for  in  other  law  enforce- 
ment jobs  or  other  positions  in  State  Government  operating  with 
similar  organizational  constraints. 

Another  class  relationship  which  was  established  on  a  basis  other 
than  classification  action  occurred  when  the  Highway  Patrol  classes 
received  a  one  salary  grade  upward  revision  effective  August  1,  1974, 
from  grade  63  to  grade  64,  by  action  of  the  1974  Legislature.   This 
action  changed  the  former  grade  relationship  with  other  entry  classes 
in  law  enforcement,  in  ABC,  Marine  Fisheries,  and  Wildlife  Enforcement 


at  grade  62.   These  all  remain  at  grade  62  today,  as  well  as  not 
having  benefit  of  the  Senior  or  Master  levels  of  the  Patrol  mentioned 
above  which  reward  length  of  service  and  provide  further  economic 
gain  without  change  in  responsibility.   These  comments  are  not  intended 
to  imply  that  the  benefits  of  this  structure  are  not  deserving  by 
the  patrol.   Rather,  it  is  to  point  out  that  they  are  unique  in  terms 
of  application  when  other  law  enforcement  jobs  are  considered. 

RECOMMENDATION :   Add  a  seventh  and  eighth  step  to  the  salary  range  for  the 
other  grade  62  entry  level  classes  in  the  major  law  enforcement  class  series, 
including  Commercial  Fisheries  Inspector  I,  Wildlife  Enforcement  Officer  I,  and 
ABC  Officer.   (See  Recommendation  (B)  in  Summary  Section  III,  and  accompanying 
Chart  "B".) 

RECOMMENDAT ION :   Adjust  the  salary  grade  for  the  following  entry  classes  from 
grade  62  to  63  to  restore  the  former  relationship  with  the  Highway  Patrol  Trooper: 
Wildlife  Enforcement  Officer  I,  ABC  Officer,  Commercial  Fisheries  Inspector.  (See 
Recommendation  A  and  accompanying  Chart  "B"  in  Summary  Section  III  and  Appendix  L. ) 

F.   Organizational  Rank  and  Position  Classification 

The  traditional  rank  concept  in  law  enforcement  organizations  has  as  its 
basis,  the  line  experience  and  seniority  of  the  individual.   Classification 
has  as  its  basis,  the  level  and  difficulty  of  the  job  duties.   When  job 
duties  are  staff  (office  and  administrative)   in  nature,  a  dilemma  of  inequity 
between  individual  rank  and  job  can  occur  when  rank  is  higher  than  equitable  with 
civilian  positions  in  State  Government  or  even  within  the  law  enforcement  agency. 
Situations  of  this  kind  occur  primarily  in  the  Highway  Patrol  structure.   There 
is  no  policy  to  address  this  issue  and  cases  are  handled  on  an  individual  basis; 
cases  of  conflict  between  rank  and  duties  are  not  easily  resolved.   This  will 
continue  to  present  problems  as  long  as  individual  rank  is  transferrable  to  staff 
jobs. 

RECOMMENDATION:   Alternative  considerations  for  resolving  this  problem  present 
two  policy  considerations  as  follows. 

(1)  Restrict  rank  to  "field"  or  "line"  chain  of  command  jobs 
and  "civilianize"  staff  jobs. 

(2)  Retain  desired  rank  structure  with  the  policy  stipulation 
that  it  is  not  synonymous  with  job  classification  and  pay  -  which 
will  be  determined  by  the  normal  method. 
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SECTION  II.   SALARY  AND  BENEFIT  CONSIDERATIONS 
A.   Objectives  of  Compensation  Plan 

The  objective  of  the  total  compensation  plan  for  State  employees  is  to 
provide,  within  the  limited  resources  available  to  Government,  salary  and 
benefits  for  State  employees  to  be  competitive  in  the  labor  market  and 
to  maintain  internal  equity.   If  the  State  is  going  to  deliver  the  neces- 
sary services  to  the  citizens  in  an  efficient  and  effective  manner,  the 
State  must  be  able  to  attract  and  retain  competent  employees. 

Most  forms  of  compensation,  commonly  called  "fringe  benefits",  are 
established  by  the  State  Legislature  in  that  money  must  be  appropriated 
to  support  any  increases.   These  benefits  include  annual  leave,  sick 
leave,  employer  paid  insurance,  retirement  benefits,  etc.   The  competitive- 
ness of  fringe  benefits  with  other  employers  is  compared  in  three  ways: 
1)   the  total  of  fringe  benefits  in  combination  with  base  salary,  which  is 
the  total  compensation;  2)   the  total  package  of  fringe  benefits;  and  3) 
each  benefit  compared  on  an  individual  basis.   In  terms  of  the  total  fringe 
benefit  package,  the  State  is  in  a  generally  competitive  position  in  the 
labor  market  in  which  it  must  compete.   There  are  some  typical  differences 
in  the  individua]  benefits  that  make  up  the  total  package  for  any  govern- 
mental employer.  Most  private  employers  spend  more  money  on  benefits  re- 
quiring direct  cash  outlay  and  less  on  non-cash  benefits  such  as  paid  time 
off  from  work;  while  the  State  provides  more  benefits  in  non-cash  form 
(paid  time  off  from  work)  than  benefits  requiring  direct  cash  outlay. 
During  the  last  few  years  these  differences  have  been  decreasing  so  that 
the  State  is  becoming  more  like  private  employers  now  in  the  individual 
benefits  making  up  the  package. 

The  State  Personnel  Act  directs  that  the  State  Personnel  Commission, 
subject  to  the  approval  of  the  Governor,  shall  establish  a  compensation 
plan  which  provides  salary  ranges  with  minimum,  intermediate,  and  maximum 
salary  rates.   These  rates,  of  course,  are  determined  largely  by  the 
amount  of  money  appropriated  by  the  General  Assembly  for  salaries.   The 
objective  of  the  State  Personnel  Commission  is  to  establish  salary  ranges 
that  are  competitive  with  the  rates  in  the  external  labor  market,  consistent 
with  the  State's  ability  to  pay,  but  with  the  most  emphasis  on  maintaining 
proper  pay  relationships  within  State  Government  employment  to  provide 
internal  equity.   The  concern  of  external  equity  (being  comparable  with 
the  external  labor  market)  is  being  able  to  attract  and  retain  employees. 
The  objective  of  internal  equity  is  to  compensate  employees  according  to  the 
differences  in  level  of  duties  and  responsibilities  of  each  class  within 
State  Government. 
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There  are  several  reasons  for  emphasis  on  internal  equity.   Not  only 
is  it  good  personnel  practice,  but  it  is  a  requirement  by  Federal  Law  that 
there  be  "equal  pay  for  equal  work"  ;     the  classification  system  for  the  State 
groups  positions  of  like  duties  and  responsibilities  that  should  be  paid  at 
the  same  salary  level.   Another  important  aspect  of  internal  equity  is  pro- 
viding differences  in  pay  rates  according  to  the  differences  in  the  level  of 
duties  and  responsibilities  from  one  class  to  another.   There  is  a  lack  of 
incentive  and  a  negative  effect  on  employee  morale  if  employees  do  not  feel 
that  they  are  fairly  compensated  for  the  work  that  they  do  compared  to  the 
work  done  by  fellow  employees. 

The  bases  for  determining  internal  pay  relationships  are  developed  as 
a  part  of  the  classification  process.   This  has  been  discussed  in  an  earlier 
section.   This  portion  of  the  report  will  deal  mainly  with  the  external 
labor  market  comparisons. 
B.   General  Comments  on  Salary  Comparisons  with  other  States 

In  the  appendices  of  this  report  are  presented  two  tables  giving  salary 
comparisons  between  North  Carolina  and  six  Southeastern  States  for  law  en- 
forcement classes  for  which  these  states  reported  comparable  positions.   One 
table  shows  the  minimum  and  maximum  salary  rates  reported  by  each  Southeastern 
State  surveyed  compared  to  North  Carolina  salary  ranges;  also  shown  in  the 
same  table  is  an  average  of  the  minimum  and  maximum  salary  rates  reported  by 
other  States  outside  the  Southeast  who  participated  in  the  survey.   The 
second  table  shows  a  comparison  of  the  average  minimum  salaries  for  the 
Southeastern  States  for  classes  comparable  to  many  North  Carolina  entry  level 
classes  in  law  enforcement. 

From  a  rather  cursory  examination  of  the  entire  first  table,  several  gene- 
ral statements  can  be  made.   North  Carolina's  salaries  are  generally  competi- 
tive with  those  in  the  Southeastern  States,  being  at  least  equal  to  or  higher 
than  the  average  of  the  salaries  reported.   In  a  number  of  class  series,  the 
tendency  was  noted  for  North  Carolina's  maximum  rates  to  be  lower  even  though 
the  minimum  rates  for  the  same  class  were  comparable.   This  tendency  is  preva- 
lent in  other  occupational  areas  too  because  it  results  from  North  Carolina 
having  shorter  ranges  in  its  salary  structure  compared  to  salary  schedules 
in  the  other  States. 

A  review  of  the  data  for  the  non-supervisory  level  classes  shows  North 
Carolina  salary  rates  to  be  in  line  or  higher  than  the  average  of  the  other 
States,  with  three  exceptions  -  ABC  Officer,  SBI  Training  Specialist,  and 
Assistant  Forest  Ranger. 
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A  review  of  the  supervisory,  consultative,  and  administrative  classes 
shows  North  Carolina  salaries  are  not  as  favorably  compared  with  the  other 
Southeastern  States.   One  reason  may  be  that  organizational  structure  varies 
considerably  among  the  States  and  the  positions  may  not  be  totally  comparable. 
However,  this  difference  is  consistent  with  comparisons  which  have  been  made 
in  many  other  occupational  areas  -  North  Carolina's  salary  rate  for  the  entry 
level  position  is  usually  very  favorable,  but  salaries  for  classes  at  super- 
visory and  administrative  levels  tend  to  be  lower  in  the  ranking  with  South- 
eastern States.   It  appears  that  North  Carolina  has  more  compression  at  the 
upper  levels  in  nearly  all  occupational  areas  than  exists  in  the  states  around  us. 

In  comparison  with  our  two  closest  State  competitors  in  the  labor  mar- 
ket, South  Carolina  and  Virginia,  the  data  indicates  North  Carolina  to  be. 
generally  in  a  favorable  position.   In  many  cases,  particularly  entry  level 
classes,  we  are  paying  considerably  higher  salaries  than  South  Carolina. 
For  entry  and  first  promotional  levels  our  minimum  salaries  are  quite  similar 
to  those  in  Virginia.   At  the  supervisory  and  administrative  levels,  Virginia's 
salary  rates  are  usually  higher. 

Florida's  salary  rates  tend  to  be  higher  than  North  Carolina's  in  almost 
all  of  the  law  enforcement  classes. 

The  comparison  of  our  salary  data  with  that  of  the  average  of  States  other 
than  the  Southeastern  ones  shows  that  we  are  quite  comparable  except  in  the 
areas  of  Commercial  Fisheries,  Highway  Patrol,  ABC  Enforcement  and  Corrections. 
Due  to  economic  conditions  such  as  higher  cost  of  living,  labor  market 
shortages,  etc.,  it  was  to  be  expected  that  salaries  in  many  other  sections 
of  the  country  would  be  higher.   However,  North  Carolina  is  not  in  competi- 
tion with  States  outside  the  Southeast  in  most  law  enforcement  classes. 

Presented  below  are  more  specific  analyses  of  the  data  for  individual 
series  in  the  study. 

1.  SBI  Classes 

A  complete  restudy  of  SBI  classes  was  completed  about  a 
year  ago,  and  the  necessary  salary  range  revision  made  at  that 
time.   This  update  on  the  data  shows  that,  generally,  North 
Carolina  appears  to  be  in  a  favorable  position  except  at  the 
higher  levels. 

2.  ABC  Enforcement 

Salaries  of  classes  in  ABC  Enforcement  appear  somewhat 
low  in  comparison  with  the  survey  data,  especially  considering 
that  in  other  law  enforcement  areas  North  Carolina  is  usually 
in  a  favorable  position  at  the  entry  level. 
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3.  Correction 

The  salaries  for  classes  in  law  enforcement  in  Correction 
are  generally  in  line  with  those  paid  in  the  other  States  in 
the  lower  level  classes.   North  Carolina  salary  rates  for  the 
higher  level  classes  generally  tend  to  be  in  a  less  competitive 
position  in  comparison  with  the  Southeastern  States  consistent 
with  the  trend  already  noted,  with  one  exception.   North  Caroli- 
na's salary  for  Assistant  Prison  Director  is  considerably 
higher  than  the  data  reported  by  the  other  two  States;  it  is 
quite  likely,  of  course,  that  there  may  not  be  true  compara- 
bility of  classes. 

4.  Highway  Patrol 

North  Carolina's  minimum  salary  for  Highway  Patrol  Trooper 
is  higher  than  prevailing  salaries  in  the  Southeastern  States 
as  reported  in  the  survey,  and  is  higher  than  all  but  two  of 
the  other  States  reporting.   At  the  senior  trooper  level,  the 
minimum  is  higher  than  all  the  other  Southeastern  States  although 
the  difference  is  not  as  great  as  at  the  entry  level.   At  the 
master  trooper,  sergeant  and  first  sergeant  levels,  North 
Carolina's  minimum  rates  are  not  the  highest  reported,  but  are 
at  least  average  or  better.   From  captain  up  in  the  series, 
the  minimum  salaries  for  North  Carolina  are  at  least  average, 
but  the  maximum  rates  of  the  ranges  tend  to  be  proportionately 
lower.   Again,  this  reflects  the  tendency  found  in  other  occupa- 
tional areas  for  North  Carolina's  ranges  to  be  shorter  than  the 
salary  ranges  in  the  other  States. 

A  comparison  of  North  Carolina's  entry  level  classes  in  major 
law  enforcement  areas  with  salaries  in  the  Southeastern  States 
appears  in  the  Appendix.   Three  classes  are  at  salary  grade  62 
and  one,  Highway  Patrol  Trooper,  is  at  salary  grade  64  (about 
10%  higher) .   With  the  exception  of  Virginia,  the  other  South- 
eastern States  either  pay  the  Highway  Patrol  Trooper  the  same 
as  the  other  entry  level  classes  cited  or  pay  a  lower  amount. 
In  comparing  North  Carolina's  rates  with  those  of  Virginia,  it 
is  noted  that  North  Carolina  pays  considerably  higher  for  Com- 
mercial Fisheries  Inspector,  pays  about  the  same  for  Wildlife 
Enforcement  Officer,  pays  lower  for  ABC  Officer,  and  higher  for 
the  Highway  Patrol  Trooper;  Virginia  has  the  same  rate  for  both 
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the  ABC  Officer  and  the  Highway  Patrol  Trooper,  but  these 
rates  are  higher  than  for  Wildlife  Enforcement  Officer  and 
Commercial  Fisheries  Inspector.   As  already  cited,  North 
Carolina's  salary  for  ABC  Officer  is  not  as  competitive; 
at  the  other  extreme,  North  Carolina's  is  the  highest  for 
Highway  Patrol  Trooper. 
5.   Other 

The  salaries  of  the  Commercial  Fisheries,  Wildlife,  and  Law 
Enforcement  Officers,  Public  Safety  Officers,  Security  Officers 
and  Park  Rangers  are  either  close  to  or  slightly  higher  than 
those  in  the  other  Southeastern  States.   The  duties  and  responsi- 
bilities in  the  Forest  Ranger  classes  have  been  undergoing  some 
change,  and  some  revisions  may  be  proposed  in  this  series  in  the 
future . 
C .   Fringe  Benefits  Comparisons  with  Other  States 

The  fringe  benefits  of  eight  Southeastern  States  are  summarized  in  the 
Appendices  of  this  report.   North  Carolina  appears  to  be  generally  competitive 
in  the  total  of  fringe  benefits  offered  its  employees.   A  few  specific  observa- 
tions resulting  from  an  analysis  of  the  data  are  made. 

Areas  in'  which  the  benefits  in  North  Carolina  are  somewhat  low  are  the 
maximum  number  of  days  of  annual  leave  that  may  be  accumulated,  the  total 
number  of  holidays,  and  the  State's  non-payment  of  some  portion  of  the  pre- 
mium for  group  life  insurance. 

There  are  three  States  granting  thirteen  or  fourteen  holidays  each  year. 
There  are  three  more  States  granting  eleven  holidays  each  year.   Assuming 
North  Carolina  continues  to  grant  the  Friday  after  Thanksgiving  in  the  years 
when  three  days  at  Christmas  are  scheduled,  there  will  be  some  years  when 
North  Carolina  employees  are  given  eleven  holidays,  and  other  years  when  there 
are  only  ten. 

Four  States  provide  group  life  insurance  with  partial  or  full  payment  by 
the  State.   North  Carolina  does  not  pay  any  of  the  cost  of  group  life  in- 
surance for  employees.   The  survey  excluded  any  death  benefit  plans  under 
retirement  systems . 

The  number  of  days  of  annual  leave  and  the  percentage  of  the  group  health 
insurance  paid  by  the  State  appears  in  line  with  those  of  the  majority  of  the 
states  surveyed. 

In  the  following  areas  North  Carolina's  benefits  are  better  or  the  State 
is  spending  more  than  in  some  other  States.   It  is  one  of  only  three  of  these 
states  offering  Disability  Income  Insurance,  and  the  provisions  of  North 
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Carolina's  plan  seem  comparable  to  the  others.   The  State's  contribution 
to  the  Retirement  System  is  second  highest  (exceeded  only  by  West  Virginia) , 
with  Manama  a  close  third.   However,  the  contributions  by  employees  in 
North  Carolina  are  higher  than  in  the  other  states.   There  are  variations 
in  the  components  of  the  retirement  benefits.   North  Carolina  is  one  of 
only  three  of  the  states  requiring  just  five  years  for  vested  interest  in 
the  system.  Only  one  of  the  other  states  allows  disability  retirement  after 
five  years;  the  majority  requires  at  least  ten  years.  North  Caroline  does 
not  compare  as  favorably  in  the  provisions  of  the  retirement  benefits 
formula.   Of  the  states  reporting  details,  North  Carolina  and  Virginia  have 
the  lowest  percentages  (1.5%  compared  to  percentages  ranging  up  to  2%). 
Even  Virginia's  formula  is  better  in  that  only  three  years  are  used  to  com- 
pute the  average  final  compensation;  in  North  Carolina  four  years  are  used 
in  the  computation. 

North  Carolina's  longevity  pay  plan  is  not  like  either  of  the  other  two 
plans  reported.   North  Carolina's  plan  is  a  percentage  of  salary,  with  length 
of  service  being  the  only  requirement.   Georgia  and  West  Virginia  have  modi- 
fied longevity  plans  in  the  form  of  added  steps  to  the  salary  ranges;  thus 
the  employee  must  be  at  the  maximum  of  his  salary  range  in  addition  to 
having  any  required  years  of  service. 
D.   North  Carolina  Municipal  Salary  Data 

Because  municipal  law  enforcement  jobs  are  situated  in  different  organiza- 
tional structures  and  differ  in  scope  of  operations  and  focus  of  effort, 
direct  comparison  of  such  local  jobs  with  State  jobs  is  difficult  and  becomes 
easily  subjective.   This  is  true  even  though  there  are  certain  recognizable 

similarities  -  the  work  is  in  the  law  enforcement  field,  and  the  personnel 
involved  are  uniformed,  deputized,  wear  badges,  and  carry  arms.   Beyond 

this,  differences  become  readily  apparent. 

This  is  not  to  say  that  North  Carolina  municipal  salary  date  for  law 
enforcement  jobs  has  no  meaning,  bearing,  or  effect  in  considering  State 
pay  for  jobs  in  its  law  enforcement  programs.   First,  the  labor  market  pool 
for  local  and  State  law  enforcement  personnel  is  generally  the  same  and  is 
largely  confined  within  North  Carolina.   Secondly,  even  though  the  jobs  dif- 
fer, the  relationship  of  starting  pay  for  entry  level  jobs  between  State  and 
local  is  one  indicator  of  pay  parity.   In  this  regard,  there  is  a  relationship 
which  the  State  must  consider  if  it  is  to  maintain  the  desired  pay  relation- 
ship with  local  government.   Competitiveness  is  necessary  at  the  entry  level 
to  attract  recruits  for  the  Highway  Patrol,  Wildlife  and  Marine  Fisheries 
Enforcement  Officers,  and  ABC  Officers  from  this  common  labor  market.   Beyond 
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the entry  level  for  reasons  stated  above,  grade  differences  for  higher  level  clas- 
ses of  jobs  within  State  law  enforcement  organizations  should  be  primarily  based 
upon  internal  equity,  as  determined  by  differences  in  duties  and  responsibi- 
lities, rather  than  external  comparisons. 

Local  pay  data,  then,  may  be  viewed  as  one  indicator  of  pay  parity  for 
State  law  enforcement  jobs  and  is  a  significant  one.   Within  this  framework 
the  pay  scales  for  local  law  enforcement  jobs  have  been  listed  in  the  Appen- 
dix.  Direct  comparisons  with  State  jobs  are  made  only  at  the  entry  level 
between  the  class  of  Municipal  Police  Officer  and  State  Highway  Patrol  Troop- 
er, Wildlife  Enforcement  Officer,  ABC  Officer,  and  Commercial  Fisheries  In- 
spector. 
E.   Entry-level  Salary  Comparisons 

The  entry-level  salary  of  the  State  Highway  Patrol  Trooper,  Wildlife  and 
Commercial  Fisheries  Enforcement  Officers,  and  ABC  Officers  were  compared  with 
the  entry-level  salaries  for  police  officers  in  Charlotte,  Greensboro,  Winston- 
Salem,  Raleigh,  Durham,  Gaston  County,  and  Mecklenburg  County.   An  analysis 
of  the  data  indicates  that  the  beginning  salaries  for  these  State  Government 
classes  are  relatively  lower.   The  Highway  Patrol  Trooper  has  the  highest 
entry  salary  of  the  State  classes.   The  minimum  salary  for  the  trooper  is 
twelve  dollars  a  month  less  than  the  police  officer's  entry  salary  in  Charlotte 
and  Durham,  twenty-one  dollars  less  than  Raleigh's,  fifty-six  dollars  less 
than  Mecklenburg  County's,  seventy-five  dollars  less  than  Winston-Salem's, 
one  hundred  and  one  dollars  more  than  Gaston  County  and  sixty-eight  dollars 
more  than  Greensboro's  police  officer  entry  salary.   Even  though  Greensboro's 
entry  salary  is  8.2  percent  lower  than  the  trooper's  entry  salary,  a  police 
officer  in  Greensboro  would  be  earning  thirteen  dollars  more  per  month  by  the 
eighteenth  month  of  employment  than  a  State  Trooper.   This  is  due  to  the 
fact  that  Greensboro's  police  officer  would  get  an  increase  twice  a  year 
whereas  the  trooper  would  get  an  increase  only  once  a  year.   Four  of  the  five 
cities  give  a  six-month's  increase  to  police  officers  during  their  first 
year  of  employment.   The  State  does  not  grant  a  six-month's  increase  to  these 
law  enforcement  personnel. 

The  entry  salary  for  the  Wildlife  and  Commercial  Fisheries  Enforcement 
Officers  and  the  ABC  Officers  is  not  competitive  with  the  entry  salary  for 
the  city  police  officer.  The  beginning  salary  for  these  positions  is  one 
dollar  a  month  less  than  Greensboro's  beginning  salary,  eighty-one  dollars 
less  than  Charlotte's  and  Durham's,  ninety  dollars  less  than  Raleigh's  and 
one  hundred  and  forty-four  dollars  less  than  Winston-Salem's  police  officer. 
By  the  sixth  month  of  employment,  Greensboro's  police  officer  would  be 
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making  thirty-nine  dollars  a  month  more  than  the  State  officers  with  an 
equal  amount  of  service. 

Each  of  the  cities  grant  longevity  pay  beginning  at  a  shorter  period  of 
service  than  does  the  State.   Therefore,  a  city  employee  would  get  longevity 
pay  added  to  his  salary  sooner  than  a  State  employee,  making  the  salary 
difference  even  greater. 

The  North  Carolina  counties  employ  ABC  Officers  with  salaries  set  by  the 
local  boards.   Data  in  an  appendix  table  show  that  the  salary  for  the  State's 
entry-level  ABC  Officer  is  low  relative  to  salaries  in  the  five  largest 
counties.   State  Government's  entry  is  thirty-eight  dollars  per  month  higher 
than  Wake  County ' s  entry  rate ,  but  the  State  is  exceeded  by  the  other  four 
counties  in  the  following  amounts: 

Durham  County  pays  seventy-one  dollars  more;  Forsyth  County,  two  hundred  and 
sixty  six  dollars  more;  Guilford  County,  one  hundred  and  fifty  dollars  more; 
and  Mecklenburg  County,  one  hundred  and  twenty-three  dollars  more.   This 
excludes  the  clothing  allowance  given  by  the  latter  four  counties. 
F.   Progression  After  Entry 

There  is  an  approximate  25%  spread  in  the  salary  range  for  each  of  the 
three  ranges  for  Highway  Patrol  Trooper  and  the  combined  ranges  have  a  37% 
spread  (from  the  minimum  of  the  Trooper  to  the  maximum  of  the  Master  level). 
It  takes  an  employee  at  least  eight  years  to  progress  from  the  first  step 
of  the  trooper  class  to  the  sixth  step  of  the  Master  level. 

The  salary  range  for  Wildlife  Enforcement  Officer  I,  ABC  Officer  and 
Commercial  Fisheries  Inspector  I  has  a  24.61%  spread;  there  are  no  additional 
ranges  to  which  these  employees  can  move  without  promotion.   Unlike  Highway 
Patrol  Trooper  moving  to  the  Senior  and  Master  levels,  these  employees  have 
to  be  promoted  to  a  higher  class  before  they  can  move  to  another  range. 

Charlotte's  pay  range  for  its  police  officer  has  a  2  7.71%  spread. 
Some  of  Charlotte's  police  officers  are  assigned  to  special  areas  after  two 
or  three  years  of  service.   The  salary  for  the  special  area  is  one  or  two 
pay  grades  higher  than  the  salary  for  the  police  officer  class, thereby  giving 
those  employees  a  seven  or  eight  step  range  rather  than  a  six  step  range. 
There  is  a  34.13%  spread  from  step  one  of  the  police  officer  class  to  step 
six  of  the  special  assignment  class. 

Since  the  positions  that  the  cities  reported  as  being  comparable  to  the 
survey  class  of  Police  Officer  I  are  continuation  of  their  Police  Officer 
I  class,  it  is  appropriate  to  look  at  the  range  of  the  two  positions  together, 
comparing  it  with  the  composite  range  for  the  three  levels  of  highway  patrol 


18 


trooper.   From  the  minimum  of  Police  Officer  II,  Greensboro  has  a  54.93% 
spread,  Winston-Salem  a  38.16%  spread,  Raleigh  a  47.65%  spread,  and  State 
Trooper  a  37.03%  spread.   Durham  and  Charlotte  did  not  report  a  position 
comparable  to  Police  Officer  II. 

A  table  in  the  Appendix  presents  a  comparison  of  representative  salary 
progression  projected  over  a  twenty-six  year  period  for  a  Highway  Patrol 
Trooper  and  a  municipal  police  officer  assuming  neither  is  promoted  to  a 
supervisory  level.   Because  the  municipalities  have  longer  salary  ranges, 
their  employees'  salaries  can  move  higher  relative  to  the  entry  rate.   This 
difference  is  not  confined  to  the  law  enforcement  area  only;  in  general, 
State  Government  salary  ranges  are  shorter  than  ranges  in  schedules  for  these 
cities.   This  table  shows  that  at  the  end  of  twenty-six  years'  service,  the 
monthly  salary  for  the  Highway  Patrol  Trooper  would  be  seventy  dollars 
per  month  higher  than  the  Charlotte  police  officer  and  thirty-two  dollars 
higher  than  in  Durham;  the  State  salary  would  be  eighty  dollars  less  than 
in  Greensboro,  ninety-nine  dollars  less  than  in  Raleigh,  and  one  hundred 
fifty-six  dollars  less  than  in  Winston-Salem.   In  terms  of  total  income 
during  this  twenty-six  year  period,  the  State's  ranking  is  the  same  as  that 
just  cited  for  monthly  salary  at  the  end  of  this  period;  actual  figures  are 
presented  in  the  Appendix. 
G.   Recommended  Salary  Range  Revision  for  Law  Enforcement  Classes 

Using  the  Highway  Patrol  Trooper  as  the  State  job  with  perhaps  the  closest 
similarity  of  duties  with  local  jobs,  it  is  apparent  that  the  Trooper's 
salary  range  starts  generally  less  than  that  of  Police  Officer  for  the  large 
North  Carolina  municipalities,  as  stipulated  above.   It  can  be  predicted 
that  these  municipalities  will  adjust  salaries  at  least  5%  as  a  cost-of-living 
adjustment  in  July.   With  this  relationship  as  a  primary  indicator  of  the 
State's  salary  comparison  with  local  government,  an  additional  general  ad- 
justment for  State  law  enforcement  jobs  appears  justified  beyond  the 
recommended  6^%  legislative  increase  for  July  1,  1977. 

RECOMMENDATION :   The  primary  recommendation  based  upon  salary  data  con- 
siderations of  this  report  is  to  raise  the  salary  range  for  all  law  enforce- 
ment classes  by  one  salary  grade.  This  would  establish  an  approximate  eleven 
percent  (llJj%)  adjustment  for  all  law  enforcement  jobs,  when  the  6%%  legisla- 
tive increase  is  included.   All  other  additional  adjustments  based  upon  the 
reasons  stipulated  elsewhere  in  this  report  are  to  be  applied  in  addition  to 
and  upon  this  base  adjustment.   This  adjustment  will  improve  or  at  least 
maintain  the  present  favorable  relationships  with  other  States,  and  hopefully, 
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improve  the  relationships  cited  above  in  comparison  with  large  North  Carolina 

Municipalities . 

H.   Fringe  Benefits  in  Five  Large  North  Carolina  Municipalities 

The  fringe  benefits,  covered  in  the  January  1976  League  of  Municipa- 
lities survey,  for  five  of  the  State's  largest  cities  were  compared  to  those 
offered  by  the  State.   A  general  overview  statement  would  be  that  State 
benefits  are  as  good  or  somewhat  better  than  the  benefits  in  the  five  cities. 
Some  benefits  offered  by  the  State  are  lower  than  those  offered  by  the 
cities  (particularly  in  the  insurance  and  longevity  pay  areas) ,  many  are 
equal,  and  some  are  higher. 

The  State  grants  only  ten  days  of  sick  leave  per  year,  whereas  all  of  the 
cities  grant  twelve.   The  State  does  not  pay  for  life  insurance  not  connected 
to  the  retirement  system  for  the  employees,  whereas  all  of  the  cities  do. 
Four  of  the  cities  have  plans  where  the  life  insurance  can  be  converted  upon 
retirement  or  resignation.   Two  cities  pay  medical  insurance  for  the  employee's 
dependents;  the  State  does  not.   Each  of  the  cities  start  paying  longevity 
earlier  in  an  employee's  career  than  does  the  State;  however,  in  two  cities 
the  rates  are  lower  than  the  rates  paid  by  the  State.    The  other  three 
cities  have  truly  superior  longevity  provisions,  starting  with  2.5%  of  annual 
salary  for  five  years  of  service  and  ranging  to  7%  for  twenty  years  of  service. 

The  State  and  the  cities  are  equal  in  regard  to  the  maximum  accumulation 
of  annual  and  sick  leave,  participation  in  retirement  (however,  the  cost  to 
the  State  is  greater),  and  the  employer  paying  for  employee  medical  insurance. 

The  State  is  generally  higher  in  regard  to  number  of  holidays,  annual 
leave,  and  miscellaneous  benefits. 

The  State  pays  the  employee  his  total  salary  while  on  annual  military  leave 
and  the  total  cost  for  disability  insurance.   One  city  pays  the  employee  his 
full  salary  while  on  annual  military  duty.   Only  one  city  pays  part  of  the 
cost  for  disability  insurance;  the  others  do  not  contribute  to  the  cost  of 
such  insurance. 

RECOMMENDAT ION :   No  specific  recommendations  for  changes  in  benefits  are 
made  herein  except  as  may  otherwise  be  approved  generally  for  all  State  employees. 
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SECTION  III.   SUMMARY  OF  CLASSIFICATION  AND  PAY  RECOMMENDATIONS 

A.  Summary  of  Recommendations  Based  Upon  External  Pay  Considerations 
RECOMMENDATION :   The  primary  recommendation  based  upon  salary  data  con- 
siderations of  this  report  is  to  raise  the  salary  range  for  all  lav/  enforce- 
ment classes  by  one  salary  grade.   This  would  establish  an  approximate  eleven 
percent  (11^%)  adjustment  for  all  law  enforcement  jobs  when  the  6%%  legislative 
increase  is  included.   All  other  additional  adjustments  based  upon  the  reasons 
stipulated  elsewhere  in  this  report  are  to  be  applied  in  addition  to  and  upon 
this  base  adjustment.   This  adjustment  will  improve  or  at  least  maintain  the 
present  favorable  relationships  with  other  States  and,  hopefully,  improve  the 
relationships  cited  above  in  comparison  with  large  North  Carolina  Municipalities. 

B.  Summary  of  Classification  Recommendations 

From  the  preceding  comments  and  attached  supporting  data,  several  observa- 
tions are  offered  for  consideration  based  upon  maintaining  internal  equity  in 
the  classification  plan. 

(1)   The  present  system  of  definition  and  arrangement  of  classes  of  law 
enforcement  work  is  accurately  defined  and,  relatively,  classes  are  properly 
deployed  among  the  grade  structure,  except  as  previously  noted  and  as  sum- 
marized in  the  following: 

(a)  Restore  the  previous  salary  grade  relationship  between 
the  entry  level  classes  of  Highway  Patrol  Trooper  (grade  64) 
and  Wildlife  Enforcement  Officer  I ,  Commercial  Fisheries  Inspec- 
tor I,  and  ABC  Officer,  all  grade  62.   This  is  stated  on  the  basis 
that  the  1974  Legislature's  decision  to  raise  the  Highway  Patrol 
Trooper  established  a  pay  policy  standard  applied  only  to  one  of 
several  entry  classes  in  law  enforcement  which  had  previously 
existed  in  a  grade  63  (Highway  Patrol  Trooper)  to  grade  62  for  those 
mentioned  above.   The  salary  grade  for  these  three  classes  should 

be  adjusted  from  grade  62  to  63  as  explained  on  page  9. 

(b)  Consider  the  feasibility  and  equity  of  extending  two  salary 
steps  to  the  six-step  range  for  the  entry  level  classes  of  Correc- 
tional Officer,  Wildlife  Enforcement  Officer  I,  Commercial  Fisheries 
Inspector  I,  and  ABC  Officer.   This  is  stated  on  the  basis  that 

the  Highway  Patrol,  with  its  Senior  and  Master  levels  of  Trooper 
at  grades  64  and  65,  respectively,  results  in  a  eight-step  range 
for  one  class  of  work;  therefore,  the  other  grade  62  entry  classes  de- 
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serve  similar  treatment  if  equity  is  to  be  achieved.   These 
adjustments  would  be  justified  in  order  to  maintain  internal 
equity  among  all  classes  and  are  also  consistent  in  terms  of 
observations  and  conclusions  presented  in  Section  II,  Salary 
and  Benefits  Considerations. 

(c)  Establish  a  policy  to  administer  the  classification  of 
"ranked"  positions  in  law  enforcement  as  outlined  on  page  9. 

(d)  Adjust  salary  grades  for  classes  above  grade  75  as 
explained  on  page  8,  relieve  salary  grade  compression, 
considering  pay  data  and  overall  equitable  relationships  with 
other  managerial  jobs  in  State  Government. 

(e)  Adjust  salary  grade  for  Correctional  Officer  from  grade  60 
to  62  as  explained  on  page  6. 

NOTE:   Charts  which  show  the  relative  effect  of  these  recommendations  are 
A  and  B  and  follow  the  summary. 

(2)  That  the  job  category  for  law  enforcement  jobs  (LEIP)  in  the  tenta- 
tive North  Carolina  Job  Evaluation  System  should  provide  a  more  specifically 
related  and  quantitative  set  of  job  evaluation  tools  for  law  enforcement  jobs. 

(3)  Another  consideration,  which  is  not  dealt  with  in  this  report,  but 
which  is  of  significance,  can  be  referred  to  as  the  societal  concerns. 
Within  the  national,  State,  and  local  governments  of  this  country,  law 

and  order  efforts  in  combatting  crime  have  been  and  are  of  great  significance 
to  our  society.   It  is  not  within  the  purview  of  this  report  to  do  more 
than  mention  this  concern.  Undoubtedly  there  are  many  reports  and  documents 
which  deal  with  the  increase  in  complexity  and  volume  of  criminal  activity. 
Likewise,  most  police  organization  policies  imply  what  society  expects  from  its 
law  enforcement  agencies  and  their  personnel,  such  as  what  level  of  living 
standard  it  expects  them  to  maintain,  off-duty  conduct,  etc.   In  conclusion, 
it  may  be  said  that  it  does  not  appear  that  the  most  significant  increase  in 
recognition,  salary  wise,  which  can  be  equitably  and  reasonably  accomplished 
in  relation  to  other  State  jobs  and  the  labor  market,  will  find  those  receiving 
it  undeserving  or  the  society  served  unappreciative  of  its  need  and  appro- 
priateness.  This  report  has  been  an  attempt  to  portray  these  considerations. 

(4)  A  final  consideration  deals  with  the  implementation  of  this  report  if 
determined  feasible.  One  important  concern  exists  in  this  regard.  Due  to 
the  timing  of  this  report,  it  comes  at  a  time  when  there  has  just  been 

a  change  in  North  Carolina  State  Government  administration.   Administrators 
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of  the  new  administration,  therefore,  have  not  had  opportunity  to 
consider  or  endorse  this  report.   Further,  this  report  deals  only  with 
law  enforcement  jobs.   If  the  recommendations  of  this  report  are  im- 
plemented, they  would  undoubtedly  impact  upon  other  related  jobs  in 
the  affected  agencies,  which  are  not  within  the  scope  of  this  report. 

For  these  reasons,  it  is  requested  that  appropriations  to  im- 
plement this  report  be  made  in  a  lump  sum  to  the  Salary  Adjustment 
Fund  (General  and  Highway) .    This  will  allow  the  State  Personnel 
Commission  opportunity  to  consult  with  agency  management  in  the 
new  administration  and  allow  appropriate  latitude  and  discretion  to 
accommodate  for  other  concerns  which  may  have  to  be  addressed  from 
the  impact  of  this  report,  to  ensure  that  overall  classifications  and 
pay  priorities  and  equity  are  maintained. 

NOTE:   The  one  grade  adjustment  in  Recommendation  A  above  is  applicable  in 
addition  to  the  specific  recommendations  summarized  in  Section  B  above  and  stated 
elsewhere  in  the  report.   Because  these  recommendations  (Section  B)  are  explained 
in  terms  of  the  present  structure,  they  use  the  present  salary  grades  in  effect 
and  do  not  include  Recommendation  A's  additional  one  grade  adjustment.   Chart  B, 
however,  portrays  the  cumulative  effect  of  all  recommendations  (A  and  B)  in  the 
projected  structure  of  class  relationships  which  would  result.   This  should  be 
kept  in  mind  in  examining  Chart  B. 
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SECTION  IV.    DESCRIPTION  OF  PROPOSED  NORTH  CAROLINA  JOB  EVALUATION  SYSTEM  -  LAW 
ENFORCEMENT,  INVESTIGATIVE,  AND  PROTECTIVE  (LEIP)  CATEGORY  (TENTA- 
TIVE) 
A .  The  Present  Position  naggifipaf jnnj>j_m 

The  present  method  of  job  analysis  used  in  State  Government  for  many 
years  is  referred  to  as  "Position  Classification".   Appendix  D,  which  is 
extracted   from  the  State  Personnel  Manual,  explains  how  this  method 
works  and  the  procedures  involved.   It  is  a  sound  method,  widely  used  in 
Federal,  State,  and  local  government  throughout  the  country  for  many 
years.   Its  drawbacks  are  that  it  is  narrative  in  nature  and  does  not 
provide  any  specifically  quantitative  presentation  of  evaluation  results. 
Further,  the  position  classification  method  ultimately  merges  into  the 
pay  plan  so  that  "classification"  and  "pay"  may  appear  to  be  undistinguish- 
able,  except  to  those  engaged  in  this  work.   The  proposed  job  evaluation 
system  (NCJES) ,  as  explained  in  this  section,  incorporates  many  of  the 
sound  features  of  position  classification  plus  job  evaluation  procedures 
which  are  more  quantitative  and  understandable  in  result  and  presenta- 
tion, particularly  for  employees  and  managers. 
B.   Introduction  to  the  North  Carolina  Job  Evaluation  System 

The  following  materials  constitute  some  of  the  basic  tools  that  would 
be  used  in  the  evaluation  of  law  enforcement  jobs  in  State  Government.   They 
are,  essentially,  an  explanation  of  the  principles  and  mechanics  of  the  North 
Carolina  Job  Evaluation  System  and  the  Rationale,  Factor-Element  Definitions, 
and  Guide  Charts  for  the  Law  Enforcement,  Investigative,  and  Protective  Job 
Category.   Also  included  are  the  Rationale  and  Guide  Charts  for  the  Supervisory 
and  Managerial  Job  Category.   In  this  system,  non-supervisory  jobs  would  be 
evaluated  in  the  Law  Enforcement,  Investigative,  and  Protective  Category.   Super- 
visory and  managerial  jobs  would  be  evaluated  in  the  Supervisory  and  Managerial 
Category  using  the  Law  Enforcement,  Investigative,  and  Protective  Category  as  a 
base  level  evaluation.   This  process  would  apply  to  the  remaining  categories  in 
the  NCJES  which  are  not  dealt  with  in  this  report.   Some  jobs  involved  in  law 
enforcement  work  are  also  involved  in  other  technical  duties  requiring  evaluation 
through  other  job  categories.   The  mechanism  and  procedure  for  this  part  of 
the  NCJES  are  still  under  development.   It  is  intended,  however,  that  a  basic 
impression  of  the  tentative  system  may  be  gained  from  these  materials  as  to  its 
tools  and  methodology. 
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C.     THE  NORTH  CAROLINA  JOB  EVALUATION  SYSTEM 

Legal  Basis 

Chapter  126  of  the  North  Carolina  General  Statutes  provides  that  the  State 
Personnel  Commission  shall  establish  policies  and  rules  governing  a  position 
classification  plan  for  all  positions  subject  to  the  State  Personnel  Act.   This 
plan  must  provide  for  the  classification  and  reclassification  of  all  positions 
according  to  duties  and  responsibilities  of  the  positions,  and  reasonable  quali- 
fications and  other  attributes  pertinent  to  the  work  to  be  performed  by  these 
positions. 

Classification  -  Definition,  Purpose,  and  Use 

Job  classification  is  a  system  of  organizing  and  arranging  jobs  such  that 
jobs  having  similar  characteristics  of  work,  qualifications,  and  level  of  dif- 
ficulty and  responsibility  can  be  treated  together  in  the  same  manner  by  title, 
salary  administration,  recruitment  standards,  and  other  facets  of  personnel  ad- 
ministration.  Classification  then  is  a  system  of  grouping  like  jobs  together  to 
make  the  job  of  managing  those  jobs  easier. 

The  underlying  purpose  of  any  system  of  job  classification  is  to  provide 
equitable  treatment  for  all  jobs  that  are  similar  in  their  nature,  level,  and 
requirements,  thereby  assuring  equitable  treatment  of  the  employees  who  perform 
the  work  of  an  organization.   In  day  to  day  management  or  treatment  of  jobs  and 
employees,  therefore,  there  are  many  uses  of  a  classification  system; 

Recruitment,  Selection,  and  Placement  -  If  jobs  are  appropriately 
organized  by  type,  level,  and  requirements,  jobs  of  a  similar  nature  can 
be  managed  by  the  same  standards,  assuring  that  individuals  with  similar 
backgrounds  of  experience,  education,  and  personal  attributes  can  be 
matched  with  positions  for  which  they  are  suitable.   From  management's 
side,  recruitment  and  selection  standards  can  be  established  which  will 
direct  management  toward  applicants  or  employees  who  are  best  suited  for 
the  tasks  assigned  in  a  position. 

Identification  of  Training  Needs  -  An  adequate  classification  system, 
which  in  its  process  provides  an  inventory  of  tasks  as  well  as  worker  re- 
quirements, can  serve  as  a  guide  to  identifying  employee  training  needs, 
and  thereby  assure  a  continuing  supply  of  qualified  personnel  and  meaningful 
developmental  guidelines  for  the  employee. 

Performance  Standards  and  Evaluation  -  A  system  of  job  classification 
clearly  identifies  job  assignments  and  requirements.   From  this  can  be 
derived  standards  of  work  performance  to  serve  as  a  principle  tool  in  eval- 
uating employees1  performance  and  achievement. 
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Methods,  Studies,  and  Job  Design  -  When  all  jobs  in  a  work  unit  are 
classified,  the  tools  and  standards  of  the  classification  plan  can  serve 
as  a  basis  for  studying  units  or  groups  of  jobs  to  establish,  maintain,  or 
revise  work  methods  and  procedures  and  to  serve  as  a  major  tool   in  structurinq 
or  restructuring  job  content  to  achieve  efficiency,  economy,  and  job  com- 
patibility among  a  group  of  related  jobs. 

Basis  for  Wage  Surveys  -  A  classification  system  provides  clear  and 
distinct  definition  of  job  content.   It  delineates  different  levels  of  the 
same  type  of  work  and  facilitates  comparison  of  jobs  in  one  organization 
with  those  in  another.   The  system  of  job  classification,  therefore,  facili- 
tates the  establishment  of  comparability  between  jobs  for  the  purpose  of 
comparing  wage  rates  among  different  employers  of  the  same  type  of  work. 

Equity  of  Pay  Administration  -  Since  the  classification  system,  by  its 
purpose  organizes  jobs  according  to  their  similarities,  it  facilitates  a 

planned  approach  to  the  administration  of  salaries  according  to  the  ordered 
value  of  jobs  by  type  and  level.   This  is  one  of  the  most  critical  uses  of 

a  classification  plan,  serving  as  the  priniciple  tool  by  which  management 

assures  equal  pay  for  equal  work. 

Understanding  -  By  its  orderly  arrangement  of  jobs,  the  system  of 

classification  helps  to  present  an  accurate  reflection  of  an  organization's 

structure  and  helps  both  managers  and  employees  understand  the  relationship 

among  groups  of  jobs  in  a  work  process  and  delineates  one  position  from 

another  according  to  its  duties  and  responsibilities. 

Position  Analysis 

Position  Analysis  is  the  name  given  to  the  process  of  identifying  the  tasks 
involved  in  a  job.   The  process  of  job  analysis  seeks  not  only  to  recognize  tasks, 
but  to  describe  the  conditions  under  which  they  are  performed,  the  requirements 
placed  upon  an  employee  in  the  performance  of  the  tasks,  and  the  relationship  of 
each  job  to  others.   This  process  of  position  analysis  is  carried  out  by  applying 
one  of  several  techniques  or  methodologies  of  analysis.   In  North  Carolina  we  refer 
to  the  technique  as  the  North  Carolina  Job  Evaluation  System.   The  framework  of 
this  job  analysis  system  is  described  below  and  it  is  the  application  of  this  system 
and  its  tools  which  result  in  the  job  classification  plan  required  of  the  State 
Personnel  Commission  by  Chapter  126  of  the  General  Statutes. 

Criteria  for  the  North  Carolina  Job  Evaluation  System 

In  developing  the  North  Carolina  Job  Evaluation  System,  several  criteria  were 
established.   In  meeting  these  criteria,  it  was  felt  that  the  system  would  be 
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responsive  to  the  people  and  organizations  which  administer  the  system,  to  those 
managers  and  supervisors  who  use  the  system,  and  to  employees  who  are  affected  by 
the  system  through  the  eventual  classification  plan.   The  criteria  set  are  as 
follows : 

1.  Must  provide  for  systematic  measures  which  establish  a  relative  value 
for  all  jobs  in  a  consistent  manner. 

2.  Must  have  understandable  measurement  tools. 

3.  Must  facilitate  management  decision-making  and  ease  of  system  administra- 
tion. 

4.  Must  assure  equitable  treatment  of  employees' positions  measured  by  the 
system. 

5.  Must  complement  other  parts  of  the  total  system  of  personnel  administra- 
tion in  State  Government. 

Development  of  the  North  Carolina  Job  Evaluation  System 

Once  the  criteria  for  the  Job  Evaluation  System  were  defined,  a  methodology 
was  developed  which  would  assure  that  these  criteria  were  met.   Three  elements  of 
the  development  methodology  are  significant.   First,  it  was  recognized  that  the 
eventual  system  must  reflect  the  opinions  about  jobs  of  those  individuals  who 
would  use  and  be  governed  by  the  system.   For  this  reason  the  "policy  capturing 
model"  was  selected  as  the  methodology  by  which  the  system  would  be  developed. 
The  policy  capturing  model  is  a  technical  procedure  for  collecting  and  defining  the 
feelings  and  opinions  of  many  individuals  and  groups  regarding  the  relative  values 
of  jobs  and  then  building  the  system  to  reflect  the  feelings  and  opinions  of  those 
individuals.   A  second  element  in  the  development  procedure  was  involvement.   The 
involvement  of  many  people,  including  managers,  employees,  and  personnel  specialists, 
would  foster  the  policy  capturing  concept  and,  as  importantly,  draw  upon  the  vast 
store  of  information,  knowledge,  and  expertise  found  in  a  broad  cross-section  of 
state  employees.   Third,  the  use  of  statistical  tools  and  accepted  research  methods 
would  provde  a  system  which  could  be  technically  supported  over  a  long  period  of 
time  and  assure  a  more  viable  and  enduring  system  of  job  analysis. 

Concept  of  Occupational  Categories 

In  devising  a  systematic  methodology  for  measuring  jobs,  it  was  necessary  to 
decide  how  jobs  would  be  grouped  for  the  purpose  of  evaluation,  measurement,  and 
eventual  classification.   Jobs  can  be  measured  as  a  whole,  in  relatively  large 
groups,  or  by  small  groups.   Among  the  consideration  of  how  to  group  jobs  are  such 
things  as  labor  market  reflections,  occupational  homogeneity  of  jobs,  social  and 
political  values  established  for  job  and  occupational  hierarchies,  and  division  of 
jobs  by  experience  and  training  patterns  of  employees  who  occupy  the  multitude  of 
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occupations  found  in  the  State  Government  structure.   Examination  of  the  several 
types  of  job  evaluation  in  use  by  both  the  private  and  public  sectors  revealed  that 
as  a  rule,  job  evaluation  systems  are  developed  and  established  in  a  manner  which  — 
provide   a  composite  resolution  of  the  many  ways  by  which  the  jobs  could  be  arranged. 
Generally,  the  jobs  are  grouped  in  rather  broad  categories  to  avoid  a  multi- 
plicity of  groups  which  would  be  hard  to  manage  or  consistently  measure;  yet,  not 
int  o  few  categories  to  risk  loss  of  meaningful  relationships  among  the  jobs  in  the 
category.   In  examining  the  entire  spectrum  of  jobs  in  State  Government,  an  in  an 
attempt  to  reflect  labor  market,  employee  training  and  experience,  homogeneity,  and 
the  other  means  by  which  jobs  could  be  arranged,  it  was  found  that  a  resolution  of 
these  many  methods  of  arrangements  could  be  made  by  establishing  several  rather 
broad  categories  which  had  a  common  denominator  that  would  best  accommodate  the 
many  masters  to  be  served  by  the  categorization.   This  common  denominator  is  the 
"Order  of  Applied  Knowledge." 

Occupational  Categories 

The  occupational  categories  of  the  NCJES  are  constituted  and  functionally 
separated  through  traditional  consideration  of  the  general  types  of  work  represented 
and,  in  precedent,  by  their  relative  position  within  an  Order  of  Applied  Know- 
ledge . 

Conceptualized  within  efforts  to  more  meaningfully  portray  differences  in 
the  actual  character  of  work  rather  than  traits  of  the  employee  group,  the  Order 
of  Applied  Knowledge  is  felt  to  provide  an  approach  to  occupational  category  sepa- 
ration consistent  with  the  purposes  of  a  job  evaluation  system.   Definitively,  it 
embodies  technique,  procedure,  principle ,  and  theory ,  the  fundamentally  established 
entities  which  at  any  point  in  time  constitute  the  general  hierarchy  of  knowledge 
in  a  given  endeavor  and  reflect  the  graduated  levels  of  reason  and  logic  necessary 
in  their  application. 

In  the  context  of  the  NCJES,  they  are  employed  with  relevant  meaning: 

-  technique :   a  specified  operative  action  basically  practical  in  manner 

and  execution;  by  nature,  technique  may  become  individually 
distinctive 

-  procedure :   a  series  of  established  steps  defining  a  work  process  of 

regular,  definite  order 

-  principle:   a  comprehensive,  explanative  statement  sufficiently  proven 

to  be  practically  unvariable  under  given  conditions 

-  theory :   a  closely  reasoned  conception  or  proposition,  logically  deduced 

and  with  some  corroboration,  offered  in  explantion  of  variable 
and  perplexing  natural,  social,  or  business  phenomena  and  creating 
a  basis  for  further  hypothesis  and  applied  effort  in  regard  to 
other  related  phenomena 
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Within  this  ordered  framework,  the  occupational  categories  exhibit  the 
respective  positions  which  follow  and  which,  when  applied  generally  together  with 
type,  form  the  basis  for  the  appropriate  placement  of  jobs: 

COMAS  -  Work  in  this  category  typically  involves  the  selection  and  application  of 
procedures  and  techniques  but  does  not  embrace  nor  necessitate  concern  for 
principle  or  theory. 

LEIP  -  Work  in  investigation,  regulation,  and  law  enforcement  commonly  involves 

selection  and  application  of  techniques  and  attains  an  ultimate  level  with 
the  application  of  procedures  and  principles.   Theory  is  not  typically 
broached. 

SMACT  ^v  -  These  categories  share  a  common  position,  work  involving  the  application 
___„  jr         of  principles  and  the  selection  and  modification  of  procedures  and 

TEOH  jr 

/  techniques.   Logic  at  the  theoretical  level  is  not  generally  required. 

APT  -  Work  recurringly  involves  the  development,  application,  and  modification 

of  techniques,  procedures,  principles,  and  theory.   Other  general  attributes 
of  APT  thereby  derived  and  atypical  of  the  previous  categories  are: 

(1)  broad  parameters  of  mental  challenge 

(2)  innovation  of  the  conceptual  foundations  (principles,  procedures,  techni- 
ques) upon  which  applied  problem  solving  is  possible  in  the  other  cate- 
gories. 

(3)  the  multiplicity  and  complexity  of  phenomena  which  must  be  interrelated, 
assimilated,  and  reasoned  simultaneously. 

SAM  -  Jobs  are  appropriately  placed  in  this  category  when  they  involve  significant 
supervision  or  management  functions,  irrespective  of  the  Order  of  Applied 
Knowledge. 

The  foregoing  is  functionally  summarized  and  interrelated  in  the  following  re- 
ference chart.   Note  closely  the  categorical  integration  of  the  words  develop, 
modify,  select,  and  apply  which  constitute  the  Level  of  Application,  with  theory, 
principle,  procedure,  and  technique  of  the  Order: 
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NCJES  -  COMPONENTS 

The  components  of  the  NCJES  are : 

Occupational  Categories  Benchmarks 

Guide  Charts  Conversion  Scales 

Index 

The  content  and  design  of  these  components  are  unique  to  North  Carolina. 

The  Factor  Ranking/Benchmark/Guidechart  Conversion  Scale  system  of  job  evaluation 

did  provide  North  Carolina  with  a  model;  however,  deviations  have  been  made  in 

each  case  where  the  model  did  not  offer  the  flexibility  or  b:  eadth  of  coverage 

required  to  meet  the  job  evaluation  needs  of  North  Carolina. 

Occupational  Categories 

The  NCJES  design  is  based  on  the  identification  and  definition  of  six  occu- 
pational categories.   These  categories  are  unique  to  North  Carolina.   (See  Order 
of  Applied  Knowledge  and  chart.)   This  accomplishment  was  the  first  in  the  "tailor 
making"  of  a  job  evaluation  system  to  meet  the  specific  needs  of  North  Carolina. 
These  six  occupational  categories  are  defined  to  include  all  positions  covered  by 
the  State  Personnel  Act. 

The  first  step  in  the  evaluation  of  a  position  in  the  NCJES  is  the  selection 

of  the  appropriate  occupational  category.   This  decision  establishes  the  evaluative 

tools  to  be  applied  in  the  total  job  evaluation  process. 

These  six  occupational  categories  are:   APT 

TECH 

COMAS       <See  Pa<Je  11  for  category 
SMACT  definitions) 

LEIP 
SAM 


Guidechart 

A  guidechart  is  a  "a  table  which  displays  the  interrelationships  between  factor 
and  elements,  and  the  point  values  assigned  to  each  level  of  element  combination." 
A  guidechart  is  developed  for  each  job  factor.   Guidecharts  provide  the  evaluation 
process  with  a  method  of  assigning  quantitative  values  to  qualitative  judgments." 

Each  occupational  category  has  its  own  set  of  guidecharts.   The  content  will 
vary  from  category  to  category  based  on  the  evaluation  factors  associated  with 
each  occupational  category.   The  construction  of  the  guidecharts  may  vary  from 
category  to  category  based  on  the  incorporation  of  either  one,  two,  or  three  di- 
mensional design  models.   The  construction  is  in  relation  to  the  decision  to  group 
related  elements  of  the  evaluation  factors. 
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The  purpose  of  the  guidechart  is  to  reflect  to  what  extent  each  element/ 
factor  contributes  to  the  leveling  of  a  position  under  evaluation.   The  guidechart 
is  not  a  totally  objective  methodology  in  evaluation  of  positions.   Job  evaluation 
is  a  still   subjective  decision  on  the  part  of  the  analyst  to  determine  which 
degree  best  represents  the  level  or  extent  of  involvement  of  each  factor  in  a 
position.   That  subjective  decision  is  translated  into  a  numerical  point  value. 

Benchmark 

A  benchmark  is  a  description  of  a  real  job  having  duties  and  responsibilities, 
and  is  usally  typical  of  a  group  of  jobs  in  an  occupational  category.   A  benchmark 
describes  a  single  job  in  terms  of  the  factors  applicable  to  that  category. 

A  benchmark  will  contain  only  work  level  determining  duties.   A  benchmark  for 
the  NCJES  is  not  a  composite  or  theoretical  position. 

The  original  benchmarks  for  the  NCJES  were  selected  from  the  developmental 
job  sample.   This  sample  was  collected  to  provide  the  data  for  the  initial  content 
and  design  consideration  during  the  developmental  phase  of  the  NCJES.   This  job 
sample  reflects  a  defined  sample  of  occupational  classes,  grade  and  work  levels. 
The  number  will  be  increased  as  the  need  for  additional  benchmarks  and  the  avail- 
ability of  appropriate  positions  is   identified. 

The  utilization  of  a  benchmark  provides  a  specific  reference  point  for  depart-^ 
ure  during  the  job  evaluation  process.   This  reference  point  can  be  used  to  "peg" 
identical  or  sufficiently  similar  jobp  or  as  a  point  of  departure  to  further  evaluate 
positions.   If  a  rough  match  cannot  be  made  from  the  available  benchmarks  in  the 
selected  occupational  category,  then  consideration  must  be  given  to  the  identifi- 
cation of  another  occupational  category.   Therefore,  the  benchmark  will  provide  a 
"check"  on  category  selection. 

Conversion  Scales 

A  conversion  scale  is  a  chart  which  exhibits  the  relationships  between  the 
total  points  scored  on  jobs  evaluated  and  their  work  level  designation.   The  nat- 
ural clustering  of  jobs  determines  the  number  of  work  levels  and  the  total  point 
spread  is  indicative  of  the  range  of  jobs  in  a  category.   A  separate  conversion 
scale  is  constructed  for  each  occupational  category. 

A  conversion  table  offers  the  advantage  of  being  able  to  show  quantita- 
tively the  relative  value  of  a  job.   The  job  analyst  will  have  available  a  numerical 
representation  of  where  that  position  falls  within  the  work  level.   This  capability 
will  greatly  enhance  interpretation  of  the  results  of  a  job  analysis  to  managers. 
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Index 
The  index  is  a  cross  reference  of  benchmark  statements  for  each  category, 
arranged  by  degree,  within  each  element.   The  index  of  degree  statements  can  be 
expanded  to  an  unlimited  degree,  using  statements  from  general  job  descriptions. 
This  component  will  therefore  eliminate  the  need  for  a  proliferation  of  benchmarks 
in  the  system.   The  index  of  element/degree  statements  extracted  from  benchmarks 
becomes  a  supplementary  analytical  tool.   It  can  be  used  to  verify  an  element/degree 
decision  through  comparisons  or  it  can  be  used  to  supplement  a  benchmark  when  a 
specific  job  being  studied  is  not  identical  to  the  benchmark  reference. 

Position  Analysis  -  NCJES 
The  Position  Analysis  flow  utilizing  NCJES  will  be  as  follows : 


Job  Evaluation 
Request 


Point  1:   Collect  accurate  job  information  (no  change  from  present  system). 

Point  2:   Determine  occupational  category  (This  will  establish  which  set  of 
standards  or  tools  to  be  used  in  the  remaining  steps.) 

Point  3:   Refer  to  benchmark.   This  step  will  test  the  appropriateness  of 
the  position  under  study  to  that  of  a  standard  representing  that 
occupational  category.   If  there  is  identity  with  the  benchmark, 
the  process  may  be  completed  at  this  point;  continuing  to  succes- 
sive steps  will  provide  verification. 

Point  4:   "Run"  the  position  under  study  through  the  appropriate  guidecharts. 
(The  NCJES  will  ensure  that  all  relevant  factors  are  involved  in 
the  position  analysis.) 

Point  5:   Determine  the  degree  and  point  values  from  guidecharts.   (This  step 
will  reflect  the  qualitative  decisions  on  the  part  of  the  analyst 
in  a  quantitative  format.) 

Point  6:   Record  scale  key  and  point  values  from  each  guidechart  on  the 

analysis  form.   (Position  description/benchmark  format)  The  total 
points  for  each  factor  are  recorded,  compiled,  translated  in  the 
next  step. 

Point  7:   Apply  conversion  table  to  determine  the  work  level  of  the  position 
under  study. 

*  Index  is  used  to  assist  the  analyst  in  verification  and  it  provides  supplementary 

element/degree  statement  not  found  in  benchmarks. 


Job  Evaluation 
Request 


Basic  Decision  Formats  -  NCJES 
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Decision  Format 

A.  With  this  format  an  analyst  will  have  the  opportunity  to  review  a  job 
evaluation  request  and  relate  it  specifically  to  a  benchmark  that  is 
sufficiently  similar  in  concept  and  function  that  a  classification  de- 
cision can  be  made  based  solely  on  the  identity  of  the  requested  action 
with  the  benchmark. 

Decision  Format 

B.  Not  all  classification  actions  will  have  the  availability  of  a  specific 
benchmark  for  analysis.   In  these  cases  the  request  will  be  analyzed 
and  a  decision  made  without  any  involvement  of  a  benchmark.   It  is 
anticipated  that  as  the  reference  sources  are  expanded  with  the  imple- 
mentation of  the  NCJES  that  all  the  classification  actions  will  be  studied 
in  conjunction  with  a  benchmark. 

Decision  Format 

C.  This  format  illustrates  the  incorporation  of  all  the  evaluative  tools 
of  the  NCJES.   A  request  is  analyzed  in  relation  to  both  benchmarks  and 
the  other  evaluative  tools  made  available  by  the  occupational  category. 
This  format  results  in  a  classification  decision  which  reflects  the  total 
analytical  process  afforded  by  the  NCJES. 

Conclusion 
The  application  of  the  evaluative  tools  under  the  NCJES  enables  the  classi- 
fication analyst  to  make  several  definitive  decisions  which  at  any  point  can  be 
retraced  for  examination.   A  classification  decision  will  reflect  numerous  individ- 
ual decisions  based  on  the  appropriate  occupational  category  selection  and  the 
succeeding  evaluative  steps  using  the  guidecharts,  benchmarks,  and  index.   The  ulti- 
mate decision  is  reflected  in  a  numerical  value  which  is  given  meaning  through 
the  conversion  scale.   This  quantitative  documentation  will  enhance  the  understanding 
by  the  employee  and  management  of  the  job  analysis  and  the  resulting  classification 
decision. 


^ 
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N.  C.  JOB  EVALUATION  SYSTEM 
DEFINITION  OF  MAJOR  OCCUPATIONAL  CATEGORIES 


Administrative,  Professional,  and  Technological  [APT] 

This  category  includes  non-supervisory  jobs  involved  with  the  development, 
application,  and  modification  of  theories,  principles,  procedures ,  and 
techniques;  and  are  associated  with  the  physical,  natural,  business,  and 
social  science  disciplines.  Examples:  Engineer,  accountant,  social  worker, 
physician,  teacher,  counselor,  lawyer,  and  chemist. 

Technician  [TECH] 

This  category  includes  non-supervisory  technically  supportive  jobs  in  clinical, 
research,  or  service  programs  which  are  of  a  physical,  medical,  engineering, 
business,  or  social  science  discipline.   Work  involves  application  of  principles 
and  the  selection  and  modification  of  procedures  and  techniques  in  the  discipline. 
Examples:  Research  technician,  x-ray  technician,  dental  assistant,  practical 
nurse,  engineering  technician,  draftsman,  accounting  technician,  and  personnel 
technician* 

Clerical,  Office  Machine,  and  Administrative  Support  [COMAS] 

This  category  includes  all  non-supervisory  jobs  involving  clerical  work,  office 
machine  operation,  and  administrative  support  activities  for  managerial,  adminis- 
trative, and  service  program  functions.   Work  involves  the  selection  and  application 
of  procedures  and  techniques  usually  associated  with  information  and  document  pro- 
cessing, composition,  production,  and  diss iminat ion.  Examples:  Secretary,  clerk, 
keypunch  operator,  switchboard  operator,  receptionist,  and  administrative  assistant. 

Service,  Maintenance,  and  Construction  Trades  [SMACT] 

This  category  includes  all  non-supervisory  jobs  involving  manual  and  operative 
skills  in  the  building,  maintenance,  machine,  manufacturing,  or  processing  trades. 
Work  involves  application  of  principles  and  the  selection  and  modification  of 
procedures  and  techniques.  Examples:   Carpenter,  maintenance  mechanic,  instrument 
maker,  machinist's  helper,  mechanic,  lithographer,  baker,  laundry  washer  operator, 
and  heavy  equipment  operator. 

Law  Enforcement,  Investigative,  and  Protective  [LEIP] 

This  category  includes  non-supervisory  jobs  concerned  with  public  safety  and 

property  protection.   Work  involves  the  selection  and  application  of  theory 
and  the  application  of  principles,  procedures,  and  techniques .  in  investigation, 
regulation,  and  law  enforcement  activities.   Examples:   Security  guard,  fireman, 
patrolman,  and  correctional  officer. 
Supervisory  and  Managerial  [SAM] 

This  occupational  category  includes  positions  which  direct  the  work  of  employees 
in  all  other  categories. 
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D.   THE  LAW  ENFORCEMENT,  INVESTIGATIVE,  AND  PROTECTIVE 

JOB  CATEGORY  (LEIP) 
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Rationale 

LEIP  Category  -  Law  Enforcement,  Investigative,  and  Protective 

The  LEIP  Category  includes  "non-supervisory  jobs  concerned  with  public  safety  and 
property  protection.   Work  involves  the  application  of  theories,  principles,  procedures, 
and  techniques  in  investigation,  regulation,  and  law  enforcement  activities.   Examples: 
Security  Guard,  Patrolman,  Correctional  Officer." 

This  rationale  is  provided  as  a  guideline  to  those  using  the  LEIP  category  and 
guidecharts,  and  to  explain  some  of  the  reasoning  used  in  the  development  process. 
A  committee  of  six  personnel  analysts  from  three  agencies  participated  in  the  develop- 
ment of  the  category;  as  a  group,  they  were  knowledgeable  of  all  law  enforcement,  in- 
vestigative, and  protective  classifications  used  in  State  Government.   A  technical 
advisory  committee  of  senior  law  enforcement  officials  from  six  State  agencies  pro- 
vided technical  assistance  and  review.   The  Directors  of  all  State  law  enforcement 
agencies  have  participated  in  orientation  sessions  about  the  system  and  been  kept  advised 
of  its  development. 

There  are  35  distinct  classifications  in  the  LEIP  category,  and  approximately 
3,583  positions  in  39  agencies.   This  is  the  smallest  of  the  six  categories  in  the 
North  Carolina  Evaluation  System.   The  sample  of  descriptions  used  for  the  develop- 
ment included  27  classes,  covering  approximately  85%  of  the  total  positions  in  the 
category.   A  description  of  the  technical  procedures  employed  in  developing  the  system 
is  explained  elsewhere. 

This  is  a  separate  category  primarily  because  of  the  nature  of  work,  and  because 
of  certain  elements  which  are  not  defined  or  specifically  dealt  with  in  the  other  job 
categories  of  the  NCJES;  these  elements  include  innate  characteristics  as  risk,  pro- 
tective responsibilities,  a  deterrent  role,  and  involvement  in  the  judicial  process. 
The  category  guidecharts  deal  with  these  special  characteristics,  and  cover  the  same 
elements  (or  factors)  traditionally  used  by  personnel  analysts  to  evaluate  all  jobs. 
The  charts  reflect  the  special  characteristics  of  law  enforcement  jobs,  and  use 
terminology  peculiar  to  this  field.   Careful  attention  has  been  given  to  the  nature 
of  this  work  and  the  work  circumstances.   (The  effect  of  this  work  and  demands  on 
an  individual's  private  life  cannot  be  dealt  with  in  job  evaluation.)   As  in  all  of 
the  job  categories  of  the  NCJES,  the  LEIP  guidecharts  must  be  utilized  with  the  total 
tools  of  the  system  to  be  applied  effectively. 

There  are  six  factors,  20  elements,  and  82  degree  statements  that  have  evolved 
from  the  work  of  the  development  committee;  these  six  factors  measure  the  span  of 
work  of  all  the  positions  in  this  category.   The  factors  deal  only  with  the  duties 
and  character  of  these  positions,  not  the  individual  and  the  knowledge  he/she  brings 
to  the  job  since  it  is  the  work  which  is  evaluated.   Further,  if  the  work  is  accurately 
portrayed,  the  skills,  knowledges,  and  abilities  are  inherently  implied  in  the  guide- 
chart.    Also,  these  characteristics  will  be  dealt  with  elsewhere  in  the  total  per- 
sonnel system. 

Training  and  experience  is  implied  in  the  degree  statements  of  the  factor  -  Diffi- 
culty of  Work. 

The  factors  are :   Difficulty  of  Work,  Responsibility ,  Public  Contact,  Physical 
Effort,  Working  Conditions  and  Hazards,  and  Risk.   The  following  comments  explain  the 
basic  concepts  and  relationships  of  these  factors  and  their  elements. 

Difficulty  of  Work 

This  is  measured  by  the  elements  entitled,  Nature  and  Extent  of  Duties,  Analyti- 
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cal  Demands  and  Judgment,  Criticality  and  Extent  of  Technical  Intricacy,  and  Guidelines. 

The  element  Nature  and  Extent  of  Duties  establishes  a  span  of  six  levels  for 
measuring  the  variety,  nature,  and  scope  of  assignments.   The  hierarchy  in  Nature  and 
Extent  of  Duties  is  important  to  note  in  relation  to  the  Guidelines.   The  Guidelines  char- 
acterize the  established  references  which  qualify  and  augment  and  affect  the  work. 
It  is  difficult  to  think  of  the  scope  of  duties  in  law  enforcement  jobs  without  knowledqe 
of  the  legal  and  agency  guidelines  which  set  forth  guiding  principles  of  the  work.   Guide- 
lines encompasses  the  "laws,  regulations,  precepts,  policies,  procedures,  and  references 
which  qualify,  standardize,  and  affect  the  work."   The  three  degree  statements  outline 
the  relative  complexity,  variety,  and  number  of  guidelines. 

Nature  and  Extent  of  Duties  defines  and  implies  the  area  and  nature  of  work,  the 
extent  of  theory,  principles,  techniques,  or  procedures  involved,  and  reflects  inherent- 
ly the  degree  of  knowledge  of  an  area  (and  applicable  methods)  needed  to  perform  the 
work.   Within  a  particular  field,  nature  and  scope  of  duties  may  be  more  prominent 
than  variety.   However,  there  may  be  a  wide  variety  of  procedures  involved  in  some 
areas  of  enforcement  and  investigative  work. 

Analytical  Demands  and  Judgment  characterizes  a  hierarchy  of  reasoning  from  simple 
to  complex  necessary  to  analyze  a  situation  and  determine  the  proper  course  of  action. 
The  hierarchy  is  based  on  the  work  assignment  and  the  opportunity  that  an  individual 
has  to  analyze  a  situation  and  take  action.   The  Element  considers  the  extent  to  which 
facts,  circumstantial  variables,  unknowns,  and  conjecture  are  present  in  analyzing  a 
situation.   The  reasoning  process  builds  on  the  basic  perception  of  an  event,  situation, 
or  circumstance,  occurring  or  discovered  which  involves  the  law  enforcement  officer, 
the  number  of  variables  and  conjectures  to  be  dealt  with  and  the  number  of  judgments 
to  be  made.   The  judgment  increases  in  complexity  when  little  information  is  available 
regarding  the  variables  (as  in  investigation),  when  there  is  a  complex  set  of  variables, 
or  when  the  variables  of  the  event  or  situation  are  unprecedented  and  require  indepth 
analysis  and  planning.   The  opportunity  an  individual  has  to  take  an  action  affects 
the  degree  of  reasoning  demanded  to  draw  conclusions. 

If  judgment  progresses  to  degree  #2,  there  is  an  assumption  that  decisions  made  by 
an  individual  require  some  familiarity  with  the  event  or  situation  (environment) ,  or 
preparation  by  education,  training,  and/or  experience.   This  implication  increases  with 
each  degree.   However,  once  at  degree  #4,  the  resources  may  be  limited  for  gaining 
further  information  so  the  officer  must  resort  to  greater  dependence  on  ingenuity  (ex- 
pertise) .   Degree  statements  #5  and  #6  also  encompass  decisions  that  must  be  made  in 
a  very  complex  and/or  unprecedented  situation. 

Technical  Intricacy  is  a  subfactor  of  Difficulty  of  Work  and  considers  the  inter- 
relationship of  the  intricacy  of  mechanisms  and  equipment  used  in  relation  to  the  in- 
herent manipulative  demands  required  to  operate  them,  the  criticality  of  their  function, 
and  the  frequency  of  utilization.   The  use  of  special  tools  and  equipment  is  a  necessary 
part  of  law  enforcement  work;  i.e.,  cars,  guns,  special  devices,  and  the  use  of  these 
in  a  demanding  situation  implies  specific  adroitness,  skill,  and  ability  rather  than 
gross  physical  effort.   These  characteristics  are  more  appropriately  included  in  Diff- 
culty  of  Work  because  of  nature,  scope,  and  the  relationship  of  the  tools  and  equip- 
ment to  complexity. 

Responsibility 

The  elements  of  this  factor  include  Protective  Responsibility,  Exercise  of  Enforce- 
ment Authority,  Consequence  of  Action,  Judicial  System  Accountability,  Instructions  Re- 
ceived,  Review  Over  Work,  and  Supervisory  Accessibility. 
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The  first  guidechart  identifies  some  elements  which  are  unique  to  this  category. 
The  element  of  Protective  Responsibility  distinguishes  the  inherent  responsibility 
in  LEIP  jobs  for  the  protection  and/or  security  of  persons,  property,  animals, 
wildlife,  equipment,  evidence,  etc.   The  employees  in  these  positions  are  legally 
authorized  to  deter  and  enforce  laws  that  control  illegal  and  unruly  activities  that 
jeopardize  the  safety  and  security  of  persons  and  property  and  wildlife.   The  element 
considers  the  nature  and  scope  of  protective-custodial  responsibilities.   The  element 
of  Exercise  of  Enforcement  Authority  outlines  the  hierarchy  of  enforcement  authority 
that  an  individual  has  based  on  the  statues  and  regulations  empowering  the  agency. 
The  element  progressively  distinguishes  the  degrees  between  limited  authority  to  enforce 
laws  (as  in  security  of  facilities)  to  the  exercise  of  actually  arresting  an  individual 
based  on  an  indepth  investigation.   While  there  is  a  interrelationship  of  this  element 
with  those  found  on  Chart  1  of  Difficulty  of  Work  with  all  culminating  in  the  use  of 
authority,  authority  nonetheless,  emerges  as  an  identifiable  element  with  scope  intent 
and  purpose  of  measurable  nature. 

On  the  second  guidechart,  the  element  of  Judiciary  System  Accountability  considers 
the  predominant  extent  of  involvement,  general  nature,  and  criticality  of  participation 
in  the  judicial  process.   The  "judicial  process"  encompasses  the  contacts  with  the 
judicial  system,  which  includes  courts  and  judicial  type  commissions,  participation 
in  the  trial  process  that  leads  to  a  verdict,  and  the  rules  and  regulations  of  the 
courtroom  that  set  operating  guidelines  for  the  work  of  law  enforcement  officers. 
The  hierarchy  is  based  on  exposure  to  and  participation  in  the  total  judicial  process; 
this  is  measurable  in  terms  of  the  opportunity  and  nature  of  presentation  to  the  court 
or  Commission  and  the  nature  of  work  performed  in  enforcement  and  investigative  duties. 
The  presentation  to  the  court  or  Commission  reflects  the  degree  of  responsibility  of 
the  work  and  it  reflects  the  nature  of  the  case  (non-compliance,  violation,  misdemeanor, 
felony) .   The  element  implies  a  responsibility  for  accuracy  in  gathering  information  for 
presentation,  and  the  consequence  of  the  presentation  on  an  individual  or  a  group.   The 
degree  statements  also  imply  the  differences  between  patrol,  compliance,  enforcement, 
and  investigation. 

The  element,  Consequence  of  Action,  outlines  the  effect  of  actions  taken,  the 
opportunity  an  individual  has  to  reflect  upon  or  represent  the  agency,  and  consequently 
the  opportunity  to  reflect  upon  or  create  a  liability  to  the  employee  or  agency. 
This  element  is  displayed  in  the  chart  matrix  with  Judiciary  System  Accountability  to 
show  the  potential  effect  of  one's  actions,  even  though  empowered.   The  nature  of  work 
and  frequency  of  actions  taken  highly  affect  the  consequence  and  liability. 

The  third  guidechart  under  Responsibility  is  the  subfactor  of  Supervision  Received , 
consisting  of  three  elements.   Instructions   Received  outlines  the  hierarchy  of  written 
and  verbal  directions  received  by  an  employee  concerning  the  performance  of  routine 
duties.   This  is  closely  related  to  Supervisory  Accessibility  which  is  concerned  with 
the  relative  availability  of  the  supervisor  for  assisting  with  problems  or  directing 
work.   This  reflects  to  some  degree  the  independence  of  the  employee  in  relating  in- 
structions to  the  work  situation.   Review  Over  Work  states  the  method  and  frequency 
of  review  over  work,  considering  the  nature  of  the  work.    The  nature  of  the  work  in 
many  instances  dictates  the  opportunity  for  review. 

Public  Contact 

This  factor  considers  the  Range  of  Contacts  and  the  Communicative  Demands .   Range 
of  Contacts  outlines  a  hierarchy  of  the  predominant  variety  of  persons  encountered  and 
the  relative  situation  of  such  encounters  where  information  is  being  exchanged.   The 
variety  of  persons  encountered  is  measurable  only  in  relation  to  the  circumstances,  the 
nature  of  the  subject  matter,  and  the  relative  acceptance  and  understanding  of  the  in- 
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formation  being  exchanged.   It  is  possible  that  all  employees  in  this  category  can 
come  in  contact  with  about  any  individual,  group,  discipline  or  agency;  it  is  the 
nature  of  situations  generally  encountered  that  provides  the  hierarchy. 

The  element  of  Communicative  Demands  considers  the  nature  of  the  information 
being  exchanged,  the  desired  result  of  the  oral  contact,  and  implies  the  intensity  of 
the  encounter.   The  hierarchy  is  based  on  the  degree  of  difficulty  in  relating  the 
information  and  its  relationship  to  the  work  assignment. 

Physical  Effort 

This  factor  is  concerned  with  the  Intensity  of  Physical  Movement  necessary  to 
accomplish  the  work  and  the  Frequency  and  Duration  of  the  effort  exerted.   This  fac- 
tor does  not  consider  the  manual  dexterity  and  accuracy  of  fine  coordinated  movements 
as  the  use  of  equipment  and  tools.   It  does  consider  the  degrees  of  gross  movement 
and  physical  exertion  required  in  the  performance  of  the  work. 

Working  Conditions  and  Hazards 

This  factor  considers  the  Environment  in  which  work  is  performed,  the  Nature  and 
Severity  of  Hazards  in  the  environment,  and  the  Frequency  and  Duration  of  Exposure  to 
Hazards.   The  element  of  Environment  is  concerned  with  the  actual  physical  surroundings 
which  reveal  the  work  conditions  and  potential  discomforts  for  the  officer.   Nature 
and  Severity  of  Hazards  outlines  a  hierarchy  of  characteristics  which  are  common  to 
the  predominant  hazards,  and  the  degree  of  potential  harm  to  the  officer.   Frequency 
and  Duration  considers  how  often  and  how  long  the  officer  is  exposed.   Certain  working 
conditions  as  well  as  the  risks  described  in  the  next  factor  can  induce  mental  stress. 
This  is  a  variable  of  the  individual  involved  and  cannot  be  directly  measured,4  however, 
it  is  intended  that  it  is  inherently  included  within  the  degrees  of  these  two  factors. 

Risk 

This  factor  is  inherent  in  law  enforcement  work  and  considers  the  probability  of 
the  officer  experiencing  harm/injury  while  "in-the-line-of-duty . "   The  degrees  are 
defined  in  terms  of  the  risks,  the  intentional,  harmful,  or  violent  acts  of  others, 
therefore,  this  is  separate  from  the  risk  of  the  Environment.   This  is  a  one-dimensional 
guidechart  to  deal  with  a  unique  element.   The  degree  statements  infer  the  precautions 
that  must  be  taken  by  an  officer  in  these  situations. 

Supervisory,  Managerial,  and  Other  Jobs  in  Law  Enforcement  -  As  explained  elsewhere, 
the  LEIP  job  category  applies  only  to  non-supervisory  jobs.   Jobs  which  are  supervisory 
or  managerial  will  have  such  duties  evaluated  through  the  SAM  (Supervisory, Administrative, 
and  Managerial  Job  Category).   Likewise,  jobs  which  have  significant  non-law  enforcement 
duties  will  require  evaluation  of  such  duties  through  the  other  job  categories  of  the 
NCJES . 
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Law  Enforcement,  Investigative ,  and  Protective  Job  Category  (LEIP) 

Category  Definition:   This  category  includes  non-supervisory  jobs  concerned  with  public 

safety  and  property  protection.   Work  involves  the  application  of 
theory,  principles,  procedures,  and  techniques  in  investigation, 
regulation,  and  law  enforcement  activities. 

FACTOR  -  ELEMENT  DEFINITIONS 


FACTOR  I:   DIFFICULTY  OF  WORK  -  The  aggregate  scope  of  work  in  terms  of  its  relative 

nature,  extent,  and  variation,  guidelines  available, 
depth  of  analytical  process  and  judgment  required  in 
application,  and  technical  intricacy  involved. 
Elements:   (Chart  1)  Nature  and  Extent  of  Duties  -  The  relative  nature, range ,  and 
variation  of  duties  which  comprise  the  work  process. 

Analytical  Demands  and  Judgment  -  The  relative  extent  to  which  facts, 
conjecture,  supposition,  circumstantial  variables  and  unknowns  are  pre- 
sented in  work  situations  and  the  extent  of  analytical  process  involved 
to  resolve  and  determine  proper  course  of  action. 

Guidelines  -  laws,  regulations,  precepts,  policies,  procedures,  and  re- 
ferences which  qualify,  standardize,  and  affect  the  work. 

FACTOR  I:   DIFFICULTY  OF  WORK 

Subf actor:   Technical  Intricacy  -  Considers  the  inter-relationship  of  intricacy 
involved  mechanisms  in  relation  to  the  inherent  manipulative  demands 
required  to  operate,  the  criticality  of  their  function,  and  frequency 
of  utilization. 

Elements:   (Chart  2)  Extent  -  the  type  of  mechanisms  and  the  relative  inherent 
man  ipul at  i ve  demand  s . 

Criticality  -  the  relative  parameter  of  acceptability  in  terms  of  mar- 
gin for  error. 

FACTOR  II:   RESPONSIBILITY  -  Characterizes  the  relative  type  and  extent  of  enforcement 

authority  exercised,  the  extent  of  protective  responsi- 
bility incurred,  accountability  within  the  judicial  or 
a  regulatory  system,  and  the  potential  consequences  and 
liabilities  emerging  there-from,  considering  the  extent 
of  supervision  received. 
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Elements:   (Chart  1)  Exercise  of  Enforcement  Authority  -  the  extent  to  which  the 
officer  exercises  enforcement  authority  in  reference  to  statutory- 
regulatory  basis  by  which  empowered. 

Protective  Responsibility  -  considers  the  relative  nature,  type,  and 
purpose  of  protective  responsibility  incurred  for  persons  and  proper- 
ties including  commerce,  environmental  and  related  concerns  controlled 
in  which  there  is  a  direct  protective  relationship. 


FACTOR  II:   RESPONSIBILITY 
Elements 


(Chart  2)  Judiciary  System  Accountability  -  the  extent  of  involvement, 
genera]  nature  and  critical! ty  of  participation  in  the  judiciary  or  re- 
gulatory process. 

Consequence  of  Action  -  the  relative  effect  resulting  from  actions 
generally  taken,  with  respect  to  the  probable  ensuing  consequences  to 
those  affected,  and  the  extent  of  opportunity  to  reflect  upon  or  create 
liability  to  the  organization  and  employee. 


FACTOR  II:   RESPONSIBILITY 

Subfactor  -  Supervision  Received  -  Considers  the  extent  to  which  the  organization 
and  the  nature  of  the  work  establishes  the  relative        parameters 
concerning  instructions  received,  supervisory  accessibility  and  review. 

Elements:   (Chart  3)  Instructions  Received  -  extent  of  written  and  verbal  direc- 
tions received  concerning  duties. 

Review  Over  Work  -  the  method  and  frequency  of  review  over  work  performed. 

Supervisory  Accessibility  -  the  relative  availability  and  accessibility 
of  on  the  scene  supervisory  assistance  to  the  work  situation. 


FACTOR  III:   PUBLIC  CONTACT  -  This  factor  considers  the  relative  variety  of  public 

contact  transactions  and  the  purpose  generally  involved. 

Elements:   (Chart  1)  Range  of  Contacts  -  considers  the  predominant  variety  of  per- 
sons encountered  and  the  relative  societal  situation  of  such  encounters. 

Communicative  Demands  -  considers  the  differences  of  intent,  desired 
result,  and  relative  intensity  of  oral  discourse  inherent  to  such  en- 
counters. 
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FACTOR  IV:   PHYSICAL  EFFORT  -  This  factor  concerns  the  physical  exertion  demanded  to 

accomplish  the  work. 

Elements:   (Chart  1)  Intensity  -  The  type,  variety,  and  duration  of  physical  move- 
ment. 

Frequency  -  How  often  the  effort  must  be  exerted. 

FACTOR  V:   WORKING  CONDITIONS  AND  HAZARDS  -  Working  conditions  encompass  the  surround- 
ings within  which  the  work  is  performed  incorporating  what  the  individual 
(officer)  must  endure  in  terms  of  hazards,  discomforting  conditions,  and 
environment.   This  factor  measures  the  relative  existence  of  these  con- 
ditions and  hazards,  their  potential  for  impact  upon  the  individual  (of- 
ficer) as  he/she  performs   the  work  required  in  the  position.   These  con- 
ditions and  hazards  may  occur  within  the  natural  or  man-made  environment 
or  they  may  originate  from  performance  of  the  work  itself. 

Elements:  (Chart  1)  Environment  -  the  extent  to  which  the  physical  surroundings 
within  which  the  work  is  performed  is  indicative  of  the  relative  dis- 
comforts the  officer  must  endure. 

Nature  and  Severity  of  Hazards  -  the  innate  characteristic  of  the  pre- 
dominant hazards  which  threaten  the  health  or  safety  of  the  officer  and 
the  degree  of  potential  harm  resulting  from  exposure. 

Frequency  and  Duration  of  Exposure  -  considers  how  often  and  how  long 
the  officer  is  exposed  to  the  principle  type  of  hazard  confronted  in 
performing  the  work. 


FACTOR  VI:  (Chart  1)  RISK  -  The  probability  of  experiencing  harm  or  injury  from  "in- 
the-line-of-duty"  encounters  from  intentional,  harmful,  or  violent  acts 
of  others. 
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N. 
Intensive  ■  direct  and  recurring 
Intensive  protective  responsibili- 
ty for  public  officials  or  other 
permenent  assignments  Involving 
extraordinary  protective  or  re- 
lated responsibility. 

M. 
Applied.-  protective  responsibility 
emanates  directly  from  enforce- 
ment in  a  defined  but  usually 
broad  arena  where  encounters  are 
frequent  aitd  of  an  increased  ad- 
versary nature;  direct  and  con- 
tinuous responsibility  of  a  prima- 
ry nature  for  the  security  and 
treatment  of  inmates  within  a 
corrective  facility. 

- 

Compliance  -  protective  responsi- 
bility emanates  indirectly,  usual- 
ly as  a  resultant  of  a  primary 
compliance  -  regulatory  function 
and  relationship  within  a  speci- 
fied arena. 
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10.  Assist  •  restifcted  to  answering 
questions  and  advising  public  of  in- 
ternal rules  within  a  facility  concern- 
ing access  and  use  •  no  authority  to 
enforce  any  laws. 
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ings  and  citations  concerning  a  limited 
variety  of  minor  offenses  usually  in- 
volving traffic,  parking,  and  facilities 
use. 

12.  Standard  -  issue  citations  and  may 
apprehend  for  observed  or  self-evident 
violations  usually  involving  misde- 
meanors, detains  suspects,  arrests  and 
charges  suspected  perpetrators  if  cir- 
cumstances require;  ensures  that  in- 
ternal regulations  controlling  inmates 
receive  compliance. 
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citations  and  apprehends  violators  for 
a  variety  of  observed,  self-evident,  and 
after-the-fact  misdemeanor  and  felony 
violations  or  technical  non-compliance 
requiring  substantiation  of  facts. 
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es  suspects  based  upon  after-the-fact 
substantiation  of  evidence,  frequently 
circumstantial,  usually  concerning 
felony  crimes. 
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fected, and  potential  to  reflect 
upon  or  cause  liability  for  the 
organization  or  self. 

c 
o 
u 

s 

"o 
.E 

°s 

c 
u 

"c 

oa 
CO 

sequence  of  a  deterrent,  regula- 
tory or  enforcement  nature  with 
respect  to  those  affected,  and  po- 
tential for  liability  to  organiza- 
tion and  self. 

> 

1 

1 

n 

3 
3 

S 
| 

-J 

2  * 

M  - 

a'   c 
?*J 

If  | 

tt>  =    c 

53  4 

£-2   ? 
S  =  o 

8g° 

oS5 
E>S 
2c? 

o. 

Minor  -  in  terms  of  effects  and 
consequences,  very  improbabla 
opportunity  to  cause  liability. 

' 

c                                   / 
o                                  / 

<                   / 

0                                 / 

I     / 

o          / 

/        eI 
/            -  2 

/                                       B        (0 

/                   II 

/                  -    8 
/                     .a  < 

/                                     "O 
/                                                3 

i 

a 

0 

> 

| 

>• 

B 
3 

5 

o. 
a 
o 
o 

c 

i 

z 
s 

EC 

E 

0 
u 

5  n 

II 

i* 

sf 
21 

SI 

§s 
if 

'£  a 

5     9 

o  2 
o.  x 

9     9 
TJ    c 

•>  2 

c« 
8  E 

E 
o 
u 

9 
9 

s 

9 

ja 

0 

t 

3 
O 

C 

C 

i 

a 
■o 

« 
J 

S 

mission  hearing  to  present  evidence  by  way  of 
deposition  or  oral  testimony  on  Issuance  of  ci- 
tations and  warnings  requiring  detailed  notes 
and  knowledge  of  the  incident. 
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mission  hearing  to  present  evidence  by  way  of 
deposition  or  oral  testimony  based  on  investiga- 
tion of  a  complaint  or  violation;  an  individual 
or  group  Is  suspect. 

18.  Significant  -  appears  in  court  or  before  a  com- 
mission hearing  to  present  evidence  by  way  of 
deposition  or  oral  testimony  on  arrests  made 
while  performing  enforcement  duties.  Arrests  are 
usually  made  for  violations  in  which  observed 
actions  and  circumstances  indicate  the  violation 
Including  preservation  and  presentation  of  'Chain 
of  Custody'  evidence  in  court. 

i 

s 

9 

a 

0 

1 
u 

c 

n 

09 

£ 

a 

09 

: 
I 

UJ 

oi 

dence  in  the  'Chain  of  Custody'  by  way  of  depo- 
sition and/or  oral  testimony  as  an  expert  witness 
on  major  investigations  conducted  to  develop  a 
suspect  or  as  an  expert  witness  in  a  specific  pro- 
cedure usually  involving  crimes  requiring  inter- 
action by  District  Attorney  and  Grand  Jury. 
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Severe  -  hazards  which  can  cause 
mjunes  which  may  be  permanent- 
ly disabling  and  multiple  or  re- 
sult in  death. 
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Significant  -  hazards  which  can 
cause  injuries  which  result  in 
considerable  lost  time;  injuries 
are  not  usually  permanently  or 
totally  disabling  in  nature,  but 
may  result  in  inability  of  officer 
to  meet  physical  requirements  of 
work. 
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several  mild  health  or  safety 
hazards  that  may  result  in  injuries 
requiring  some  lost  time,  injuries 
of  short  duration. 
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Insignificant  •  health  or  safety 
hazards  do  not  exist  or  if  present 
result  in  only  minor  injuries  such 
as  cuts  and  bruises  and  no  lost 
time  from  work. 

\              NATURE  AND 
\         SEVERITY  OF 
\               HAZARDS 
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31.  Good  -  majority  of  work  performed  in  of- 
fice  buTlding  or  similar  structure.  Adequate 
comfort  support  systems  present  and  operable. 
No  inherent  discomforting  or  disagreeable 
conditions  present.  Discomforting  or  disagree- 
atbe  conditions  may  arise  periodically  but  only 
for  short  periods  of  time. 
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periodic  exposure  to  a  few  particularly  dis- 
agreeable conditions  for  moderate  to  extended 
time  frames. 

1 

a 
a 
2 

S 

X 

m 

■& 
c 
'B 

G 
3 
0 

1 

i 

s 

> 

< 

i 

and/or  little  protection  from  adverse  or  par- 
ticularly disagreeable  conditions  whether  natu- 
ral or  man-made.  Continual  presence  of  one  or 
more  physically  or  mentally  distressing  elements 
that  impact  upon  officer  throughout  perfor- 
mance of  all  significant  tasks  with  little  relief . 
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35. 
REMOTE  -  Probability  of  incidence  is  extremely 
low  if  present  at  all. 

36. 
UNLIKELY  -  Occurrence  of  'in-line-of-duty'  in- 
juries becomes  evident  at  this  level  and  usually 
would  be  experienced  while  performing  tasks 
which  occur  very  infrequently. 

37. 
LIMITED  -  Limited  degree  of  exposure  to  harm- 
ful acts.  Officer  must  exercise  caution  and  fol- 
low prescribed  procedure  to  minimize  chance 
of  being  injured. 

38. 
CONSIDERABLE  -  Officer  must  exercise  con- 
tinued vigilance  and  precaution  to  defend  against 
frequent  occurrence  of  actions  or  situations 
which  can  cause  severe  injury  or  death;  however, 
such  occurrences  are  usually  of  short  duration. 

39. 
CRITICAL  -  Officer  is  exposed  to  extraordinari- 
ly dangerous  work  situations  on  a  protracted 
basis  in  which  there  is  a  known  calculated  risk 
of  severe  harm  or  death. 
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E.   THE  SUPERVISORY  AND  MANAGERIAL  JOB  CATEGORY  (SAM) 
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Category  Rationale 

Supervisory  and  Managerial 

The  Supervisory  and  Managerial  (SAM)  evaluation  system  was  developed  to  provide 
a  mechanism  for  evaluating  all  supervisory  and  managerial  positions  subject  to  the 
Personnel  Act.   Positions  iissigned  to  this  category  have  in  common  unique  and  different 
factors  which  should  be  considered  in  evaluating  them.   Heretofore,  in  North  Carolina 
State  Government,  the  levels  of  these  positions  were  determined  relative  to  the  type 
of  v.'ork  supervised,  with  little  or  no  consideration  given  to  comparing  their  strength 
relative  to  supervisor  positions  in  other  types  of  work.   With  the  new  system,  the 
relative  strength  of  all  supervisory  and  managerial  positions  can  be  determined,  while 
continuing  to  provide  the  needed  relationship  with  the  type  of  work  supervised.   The 
evaluation  of  all  such  positions  in  one  system  also  facilitates  development  of  a  sepa- 
rate salary  structure  which  can  ensure  adequate  pay  differentials  over  workers  super- 
vised, regardless  of  the  plan  under  which  the  non-supervisory  positions  are  evalxiated. 

The  SAM  evaluation  system  was  developed  by  a  committee  representing  ten  of  the 
larger  and  more  diverse  departments  and  institutions  in  State  Government.   One  hundred 
and  fifty-four  job  descriptions  provided  a  sample  of  all  levels  and  all  major  types 
of  work  in  State  Government.   These  descriptions,  in  addition  to  the  extensive  job 
knowledge  of  the  committee  members,   provided  the  information  necessary  for  the  develop- 
ment of  this  evaluation  system. 

The  system  is  based  on  four  factors  which  probably  embody,  in  one  way  or  another, 
most  of  the  same  elements  (or  factors)  which  have  been  used  by  job  analysts  tradition- 
ally to  evaluate  positions.   The  way  they  are  put  together  and  utilized  may  be  a  little 
different,  primarily  because  they  reflect  the  job  evaluation  needs  of  N.C.  State  Government 
and  no  other  jurisdiction. 

The  four  factors  are : 

I  Supervisory/Managerial  Functions 
II  Scope  and  Nature  of  Work  Supervised 
III  Extent  of  Supervision  Received 
IV  Other  Special  Considerations 

Base  Level  of  Work 

The  inherent  worth  of  positions  covered  by  this  category  is  directly  related  to 
the  difficulty  and  worth  of  the  work  performed  by  those  supervised.   It  is  certainly 
a  "factor"  in  the  sense  that  it  plays  a  major  role  in  determining  the  worth  of  SAM 
positions;  however,  since  it  does  not  enter  into  the  evaluation  of  the  relative  strength 
of  the  supervisory  duties  themselves,  we  do  not  consider  it  a  factor  in  the  same  light 
as  other  factors  in  this  category. 

Since  several  levels  of  work  may  be  performed  under  a  supervisor,   it  is  necessary 
to  determine  the  level  which  serves  as  a  realistic  base  for  crediting  the  supervisor. 


56 

For  this  system,  the  base  level  of  work  is  the  highest  level  of  nonsui^ervisory  work 
found  in  the  unit  which  is  supervised  technically .   Technical  supervision  requires 
that  the  supervisor  have  at  least  the  level  of  knowledges,  skills,  and  abilities  of 
the  specific  (special)  field  of  work  of  the  subordinate  and  must  apply  them  in  re- 
viewing, evaluating,  correcting  and  otherwise  supervising  the  work.   (Administrative 
supervision  is  not  credited  in  base  level,  but  does  receive  proper  credit  when  con- 
sidering other  factors  in  the  system.)  .Base  level  reflects  the  level  of  the  super- 
vised positions  as  they  have  been  evaluated  by  one  of  the  category  systems. 

There  are  situations  in  which,  if  we  credited  the  SAM  position  with  a  base  level 
representing  supervised  positions,  the  position  would  not  receive  just  credit.   In 
these  situations,  the  base  level  may  be  embodied  in  the  SAM  position  itself.   For 
example,  imagine  a  district  engineer  who  provides  the  engineering  know  how,  while  at 
the  same  time  supervises  technicians,  draftsmen,  etc.,  whose  skills  are  usually 
recognized  at  a  much  lower  level.   If  we  credit  the  position  with  a  base  level  represent- 
ing the  subordinates',  a  fair  credit  for  the  knowledges,  skills,  and  abilities  required 
of  the  engineer  is  not  determined.   Therefore,  in  these  situations,  in  addition  to  eval- 
uating the  supervisory  and  managerial  duties  by  the  SAM  guidecharts,  the  non-supervisory 
duties  must  be  evaluated  using  the  appropriate  system  to  establish  the  base  level. 

Some  of  the  worth  of  supervisory  positions,  then,  is  measured  through  base 
level,  exclusive  of  the  strength  of  the  supervisory  function. 

Factor  I;   Supervisory  Functions 

The  supervisory  role  can  be  very  difficult   to  measure  when  taken  as  a  whole, 
particularly  when  specific  aspects  of  it  must  be  compared  among  a  number  of  positions. 
In  order  to  reduce  this  difficulty,  and  to  facilitate  the  evaluation  process,  the 
individual  elements  of  supervision  have  been  broken  out  to  allow  the  evaluator  to 
consider  each  element  and  assign  appropriate  weight  to  that  element,  independent  of 
the  factor  as  a  whole . 

The  evaluator  should  not  expect  that  a  position  which  is  evaluated  at  a  certain 
level  for  one  of  the  supervisory  functions  will  automatically  be  credited  at  the  same 
level  for  the  other  functions.   The  evaluator  must  guard  against  the  "halo"  effect. 
He  must  also  guard  against  the  tendency  to  grade  positions  too  high,  thinking  that 
because  they  are  at  a  high  level  in  the  organization,  they  must  be  graded  high  on 
each  element.   In  fact,  because  of  certain  characteristics  of  State "Government, 
several  layers  of  supervisors  and  managers  may  be  graded  equally  on  some  individual 
functions.   (This  also  applies  to  grading  on  the  other  factors.)   Two  characteristics 
which  cause  this  to  happen  are:   (1)  Many  times,  significant  authority  rests  only  at 
the  uppermost  levels  of  management  and,  (2)  Authority  which  is_  delegated  is  often  dis- 
persed through  more  than  one  layer  of  supervision  so  that  it  is  difficult  to  define 
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differences  from  one  level  to  the  next.   Another  feature  of  State  Government  important 
to  how  the  degree  statements  are  written  is  that  from  one  agency  or  institution  to 
another,  though  positions  may  be  at  the  same  organizational  levels,  they  may  not  have 
equal  authority. 

For  the  above  reasons,  degree  statements  are  not  written  in  Factor  I  or  any  other 
factor  to  automatically  reflect  a  specific  level  in  a  hierarchy.   It  is  true  in  theory 
(and  most  cases,  in  fact),  "of  course,  that  generally,  the  higher  a  position  is  in  an 
organizational  structure,  the  higher  it  will  be  credited  by  this  evaluation  system. 

To  avoid  forcing  credit  where  an  element  is  not  present  or  where  higher-level 
management  has  retained  authority  or  responsibility  with  respect  to  an  element,  a 
zero  degree  column  is  included  for  Factor  I  as  well  as  for  Factors  II,  III,  and  IV  and 
should  be  utilized  at  any  time  there  does  not  appear  to  be  a  measurable  amount  of 
responsibility. 

As  in  base  level,  Factor  I,  by  virtue  of  the  nature  of  the  degree  statements  as 
described  above,  measures  certain  aspects  of  the  difficulty  or  complexity  of  the  super- 
visory positions. 

Factor  II,  Scope  and  Nature  of  Work  Supervised 

This  factor  more  specifically  weighs  some  of  the  elements  which  make  the  super- 
visory role  more  difficult  and  complex.   One  element,  Dynamics  of  Work  Supervised, 
gives  due  credit  as  programs  or  work  situations  change  in  varying  degrees  from  stable 
and  predictable,  to  very  dynamic. 

The  element  Variety  of  Work  Supervised  gives  credit  to  situations  which  place 
upon  a  supervisor  a  substantial  demand  for  a  variety  of  technical  knowledges  when 
that  variety  is  not  otherwise  credited.   Base  Level,  Factor  I,  and  Element  3  of  Factor 
III  sufficiently  measure  elements  which  inherently  include  credit  where  superiors  are 
held  accountable  for  the  work  of  others,  regardless  of  whether  the  work  is  related  or 
unrelated,  or  the  supervision  is  technical  or  administrative.   As  markedly  different 
areas  of  work  are  added,  it  is  felt  that  more  credit  should  be  given  because  of  the 
increased  burden  this  imposes.   In  this  system,  areas  of  work  are  markedly  different 
if  persons  qualified  in  one  area  cannot  be  assigned  to  a  position  at  the  same  or  higher 
level  in  another  level  and  be  expected  to  perform  satisfactorily  the  full  duties  of 
the  position  without  substantial  additional  training,  usually  one  year  or  more.   Ad- 
ditionally, for  credit  to  be  given,  in  each  of  the  markedly  different  areas  of  work 
there  must  be  at  least  one,  or  the  equivalent  of  one,  full-time  employee,  and  each 

k  area  must  involve  work  in  the  same  category  as  base  level.   Variety  may  not  be  credited 

f   unless  the  work  is  supervised  technically. 
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Element  3,  Number  of  Employees  Supervised  simply  recognizes  the  increased  burden 
as  supervisors  are  held  accountable  for  increasingly  larger  numbers  of  employees, 
whether  the  accountability  is  technical  or  administrative ,  the  work  related  or  unre- 
lated, or  the  supervision  direct  or  indirect.   Where  shift  work  is  involved,  employees 
on  all  shifts  over  whom  the  supervisor  has  substantial  responsibility  shou] d  be  counted. 
Employees  on  other  shifts  should  not  be  counted  if  the  supervisor's  responsibility 
is  limited  to  routine  administrative  tasks  such  as  record  keeping  or  receiving,  con- 
solidating, and  forwarding  reports  from  shift  supervisors.   If  the  number  of  employees 
varies  over  a  period  of  time,  the  average  number  of  man-days  supervised  per  day  during 
a  normal  work  cycle  should  be  used. 

It  will  be  noted  that  the  point  values  for  the  various  ranges  increase  in  arith- 
metic proportions  whereas  the  ranges  themselves  increase  geometrically.   While  this 
arrangement  results  in  greater  relative  weight  for  each  employee  in  the  lower  ranges 
than  in  the  higher  ranges,  it  is  believed  that  the  progression  is  representative  of 
the  increment  in  skills  required  to  supervise  successively  larger  organizations. 

Gaps  were  introduced  between  the  broadly  established  ranges  in  order  to  minimize 
the  possibility  of  changes  in  level  based  on  a  reduction  in  work  force  induced  by  in- 
creased efficiency  or  an  increase  in  work  force  caused  by  poor  supervision.   In  making 
both  initial  and  subsequent  evaluations,  the  evaluator  should  use  judgment  in  assigning 
points  in  situations  involving  range  gaps.   He  should  endeavor  to  establish  the  point 
value  on  the  basis  of  the  range  which  he  feels  is  most  characteristic  of  the  operation 
being  evaluated.   In  making  such  judgments,  he  should  take  into  account  the  following; 
(1)  the  past  history  of  the  unit  or  organization;  (2)  the  likelihood  of  an  increase  or 
decrease  in  work  to  be  performed  by  the  unit; (3)  seasonal,  temporary,  or  other  factors 
resulting  in  short-range  fluctuations;  (4)  impact  of  automation  or  mechanization  where 

the  nature  of  the  position  is  not  otherwise  affected  by  resulting  changes  in  the  base 
level  of  work  or  modifications  in  Factor  II. 
Factor  III,  Extent  of  Supervision  Received 

This  factor  measures  the  independence,  or  accountability  of  supervisors  and  mana- 
gers as  reflected  by  the  interaction  between  the  supervisor,  himself,  and  the  manage- 
ment level  or  levels  above  him  in  the  chain  of  command.   It  delineates  the  kind  cf 
supervision  received,  thus  establishing  the  environment  in  which  the  position  functions. 
At  the  same  time,  it  establishes  the  level  of  obligation  in  terms  of  delegations 
received.  "~   -^ 

Factor  IV,  Special  Additional  Considerations 

This  factor  allows  credit  for  elements  which  may  occur  only  in  a  small  percentage 

of  positions.   The  elements  could  have  been  included  in  some  of  the  other  factors,  but 

it  is  felt  that  setting  them  out  separately  allows  proper  credit  to  be  given,  without 
complicating  the  language  of  the  degree  statements  for  other  elements. 
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A.  Class  Specifications  -  State  Law  Enforcement  Jobs 

B.  Organizational  Charts  and  Operational  Maps  of  Larger  Law  Enforcement 

Departments 

C.  State  Policy  -  Minimum  Qualifications 

D.  Position  Classification  Policy  (Extract  from  State  Personnel  Manual) 

E.  Law  Enforcement  Class  Salary  Comparisons  with  Southeastern  and  other 

states  (1976  Survey) 

F.  Salary  Comparison  of  Some  Entry  Level  Law  Enforcement  Classes, 

December,  1976 

G.  Fringe  Benefits  for  Southeastern  States 

H.   Salary  Ranges  for  Police  Personnel  in  Five  North  Carolina  Cities, 
December,  1976 

I.   Salary  Ranges  for  Entry  Level  ABC  Officers  in  Five  North  Carolina 
Counties  and  State  Government 

J.   Projected  Progression  for  Highway  Patrol  Trooper  and  Municipal  Police 
Officers  Over  Twenty-Six  Year  Period 

J(l).  Amount  an  Employee  Would  Earn  Over  the  Projected  Twenty-Six  Year  Period 

K.   Fringe  Benefits  for  Five  of  North  Carolina  Cities  Compared  to  North 
Carolina  State  Government  (January,  1976) 

L.   Salary  Range  Revisions  and  Legislative  Increases  for  Entry  Law  Enforce- 
ment Classes  Since  1970 


CLASS  SPECIFICATIONS  FOR  LAW  ENFORCEMENT  WORK 


IN 


NORTH  CAROLINA  STATE  GOVERNMENT 


#  OF 
POSITIONS 

3 
25 
10 

3 

3 

1 

1 

36 

142 

36 

9 

9 

2 

1 
11 

1 

1 

1 

110 

58 

12 

0 

2 

1 
73 

9 

9 

2 

1 

146 

252 

509 

132 

54 

23 

12 
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CLASSIFICATION  TITLE 

Wildlife  Hunter  Safety  Enforcement  Officer 

Commercial  Fisheries  Inspector  I 

Commercial  Fisheries  Inspector  II 

Commercial  Fisheries  Asst.  Insp.  Supervisor 

Commercial  Fisheries  Inspection  Supervisor 

Fisheries  Enforcement  Assistant  Director 

Fisheries  Enforcement  Director 

Wildlife  Enforcement  Area  Leader 

Wildlife  Enforcement  Officer  I 

Wildlife  Enforcement  Officer  II 

Wildlife  Enforcement  Assistant  Supervisor 

Wildlife  Enforcement  Supervisor 

Wildlife  Enforcement  Assistant  Administrator 

Wildlife  Enforcement  Administrator 

Transportation  Inspector 

Chief  Transportation  Inspection 

Transportation  Management  Investigator  I 

Transportation  Management  Investigator  II 

Vehicle  Inspection  Officer  I 

Vehicle  Inspection  Officer  II 

Vehicle  Inspection  Supervisor 

Forest  Law  Enforcement  Officer  Trainee 

Forest  Law  Enforcement  Officer  I 

Forest  Lav/  Enforcement  Officer  II 

Law  Enforcement  Officer  I 

Law  Enforcement  Officer  II 

Law  Enforcement  Officer  III 

Law  Enforcement  Assistant  Director 

Law  Enforcement  Director 

Highway  Patrol  Trooper 

Highway  Patrol  Trooper  (Senior) 

Highway  Patrol  Trooper  (Master) 

Highway  Patrol  Sergeant 

Highway  Patrol  First  Sergeant 

Highway  Patrol  Lieutenant 

Highway  Patrol  Captain 

Highway  Patrol  Major 


GRADE 
68 
62 
04 
67 
69 
72 
74 
66 
62 
64 
67 
69 
73 
75 
64 
71 
67 
70 
61 
63 
65 
NG 
69 
72 
68 
70 
71 
73 
75 
64 
65 
66 
68 
70 
72 
74 
76 
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SCHEMATIC 

#  OF 

LISTING 

POSITIONS 

19 

1 

6001 

54 

6004 

18 

6006 

1 

6012 

18 

6014 

4 

6015 

1 

6018 

1 

6022 

1 

6024 

1 

6028 

9 

6030 

154 

6031 

25 

6032 

34 

6033 

9 

6034 

3 

6035 

2 

^6 

1 

6037 

1 

6038 

1 

6039 

1 

6047 

2 

6064 

0 

6048 

4 

6070 

1 

6049 

1 

6050 

13 

6051 

60 

6052 

40 

6044 

0 

6053 

3 

6054 

20 

6055 

14 

6056 

2 

r     "7 

8 

6058 

3 

6059 

1 

CLASSIFICATION  TITLE 

Highway  Patrol  Colonel 

Property  Guard 

Security  Guard 

Assistant  Head  Museum  Guard 

Public  Safety  Officer 

Public  Safety  Officer  Supervisor 

Assistant  Chief  of  Public  Safety 

Chief  of  Public  Safety 

Lake  Warden  Assistant 

Lake  Warden 

Military  Security  Guard 

Security  Officer  I 

Security  Officer  II 

Security  Officer  III 

Security  Officer  IV 

Director  of  Security  and  Traffic  I 

Director  of  Security  and  Traffic  II 

Director  of  State  Government  Security 

Director  of  University  Safety  and  Security 

SBI  Training  Specialist 

SBI  Training  Supervisor 

Prisoner  Records  Supervisor 

SBI  Latent  Evidence  Technician  Trainee 

SBI  Latent  Evidence  Technician 

SBI  Latent  Evidence  Assistant  Supervisor 

SBI  Latent  Evidence  Supervisor 

SBI  Agent  Trainee 

SBI  Agent 

SBI  Senior  Agent 

SBI  Technical  Agent  Trainee 

SBI  Technical  Agent 

SBI  Lead  Agent 

SBI  Assistant  District  Supervisor 

SBI  Technical  Services  Supervisor 

SBI  District  Supervisor 

SBI  Field  Services  Coordinator 

SBI  Deputy  Director  of  Field  Services 


GRAE 
80 
49 
55 
57 
60 
62 
65 
67 
50 
54 
61 
59 
60 
62 
65 
70 
72 
67 
72 
70 
74 
65 
NG 
67 
69 
72 
NG 
68 
70 
NG 
70 
72 
73 
74 
75 
76 
78 
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#  OF 
POSITIONS 


12 

1 

1 

8 

4 

87 

1 

11 

1 

1 

180 

1597 

436 

109 

26 

4 

13 

57 

11 

4 

4 

17 

26 


CLASSIFICATION  TITLE 

SBI  Laboratory  Services  Director 

Insurance  Investigator  I 

Insurance  Investigator  II 

Insurance  Investigator  III 

Insurance  Investigation  Supervisor 

SBI  Special  Services  Coordinator 

SBI  Senior  Technical  Agent 

ABC  Officer 

ABC  Assistant  Enforcement  Supervisor 

ABC  Enforcement  Supervisor 

ABC  Enforcement  Assistant  Director 

ABC  Enforcement  Director 

Correctional  Officer  Trainee 

Correctional  Officer 

Correctional  Sergeant 

Correctional  Lieutenant 

Correctional  Captain 

Correctional  Major 

Assistant  Forest  Ranger 

Assistant  County  Forest  Ranger 

County  Forest  Ranger  I 

County  Forest  Ranger  II 

Regional  Forest  Ranger 

Park  Ranger  I 

Park  Ranger  II 


GRADE 
77 
65 
67 
71 
73 
73 
72 
62 
65 
67 
70 
75 
NG 
60 
62 
64 
66 
68 
54 
57 
59 
60 
67 
56 
60 


nrn^  WILDLIFE  HUNTER  SAFETY  ENFORCEMENT  OFFICER  NC  2998 

1  NCAC  8G  .0603  ^„^ 

OSP  Rev.  ] 

DESCRIPTION  OF  WORK 

- —     This  is  instructional  work  in  conducting  a  Firearms  and  Hunter  Safety  Program  in 
North  Carolina  within  an  assigned  geographical  area. 

Employees  in  this  class  develop  hunter  safety  programs  in  schools  and  other  organi 
zations,  and  train  volunteer  hunter  safety  instructors.   Work  also  includes  conducting 
firearms  training  for  the  Wildlife  Commission  training  schools  and  assisting  district 
supervisors  with  enforcement  work.   Work  is  performed  under  the  general  supervision  of 
the  Wildlife  Enforcement  Assistant  Administrator  and  reviewed  through  activity  reports 
and  the  success  of  the  training  program. 

EXAMPLES  OF  DUTIES  PERFORMED 

Develops  firearms  and  hunter  safety  programs  in  schools,  clubs,  and  other  organiza 

Trains  and  supervises  volunteer  hunter  safety  instructors  who  actually  teach  the 
safety  programs,  and  administers  the  instructor's  certification  program;  conducts  back- 
ground investigations  on  instructor  applicants. 

Conducts  firearm  training  for  the  Wildlife  Enforcement  pre-service  and  in-service 
training  schools. 

Assists  district  supervisors  as  needed  in  related  enforcement  duties. 

Supervises  the  preparation  and  distribution  of  various  types  of  hunter  safety 
literature  and  films. 

Investigates  hunting  accidents  to  determine  cause;  keeps  records  of  these  accident 

Coordinates  efforts  of  the  National  Rifle  Association  in  hunter  safety  and  periodi 
conducts  demonstrations  for  the  general  public. 

Performs  related  duties  as  required. 


RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 


t 


Thorough  knowledge  of  the  design,  operation,  capabilities,  and  hazards  of  all  type: 
of  firearms,  bows  and  arrows. 

Thorough  knowledge  of  various  gauges,  bores,  and  calibers  of  all  types  of  weapons, 
and  of  ballistics  and  sighting  devices. 

Thorough  knowledge  of  hunting  methods,  practices,  and  safety. 

Considerable  knowledge  of  State  and  Federal  laws  and  regulations  relating  to  the 
protection  and  management  of  game  and  fish  and  to  boating. 

Considerable  knowledge  of  North  Carolina  game  and  fish  species,  their  habits  and 
natural  requirements. 

Skill  in  the  use  of  weaponry,  hunting,  and  fishing  equipment. 

Ability  to  instruct  individuals  in  firearms  and  hunter  safety. 

Ability  to  maintain  satisfactory  working  relationship  with  the  public  and  other 
employees. 

Ability  to  present  information  effectively  in  oral  and  written  form. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  four  years  of  experience  in  wildlife  or  related 
law  enforcement  work;  or  an  equivalent  combination  of  education  and  experience. 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 


\ 


COMMERCIAL  FISHERIES  INSPECTOR  I  5844 

NATURE  OF  WORK 

This  is  inspection  work  in  the  enforcement  of  commercial  fisheries  laws 
and  regulations  within  an  assigned  geographical  area. 

Employees  inspect  commercial  fish  houses,  seafood  dealers,  and  commercial 
fishermen  to  insure  observance  of  laws  regulating  the  taking,  processing,  ana 
shipping  of  seafood.   They  are  responsible  for  the  interpretation  of  statutes 
and  regulations  governing  size  limits,  closed  seasons,  and  polluted  areas  of 
water.   Work  may  involve  the  operation  of  an  automobile,  outboard-motor  patrol 
boat,  or  assisting  in  the  operation  of  a  large  inboard-motor  patrol  boat.   Work 
is  guided  by  established  rules  and  regulations  and  is  performed  under  the  general 
supervision  of  a  higher  level  inspector  who  evaluates  work  through  field  inspec- 
tions, review  of  activity  reports,  and  the.  manner  in  which  rules  and  regulations 
are  enforced. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Inspects  oyster  and  shrimp  boats  to  determine  that  operators  are  properly 
licensed  and  whether  the  catch  has  been  made  according  to  regulations  governing 
the  size  and  legal  net  requirements. 

Independently  or  with  the  aid  of  other  law  enforcement  personnel  stops  trucks 
carrying  seafood  and  checks  for  tags  and  legal  catch. 

Operates  small  outboard-motor  boat  or  assists  in  the  operation  of  largi 
inboard-motor  boats  to  patrol  coastal  and  inland  waters  and  check  fishing  boats 
for  compliance  with  commercial  fishing  laws  regulating  the  hours  and  manner  of 
taking  shell  and  fin  fish. 

Counts  and  supervises  the  loading  of  oyster  shells  due  the  state  from  com- 
mercial oyster  houses. 

Cites  fishermen  apprenhended  for  violation  of  commercial  fishing  laws  and 
arranges  for  appearance  in  local  court. 

Seasonally  assists  with  the  planting  of  shells  in  public  oyster  beds. 

Posts,  patrols,  and  maintains  signs  restricting  the  taking  of  shell  or  fin 
fish  from  restricted  waters. 

Notifies  commercial  fishermen  of  changes  in  laws  or  regulations  affecting 
their  operation  and  seeks  to  obtain  their  cooperation  in  enforcement  activities. 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

General  knowledge  of  the  laws  regulating  the  taking,  processing,  and  ship- 
ping of  seafood. 

General  knowledge  of  the  coastal  terrain  and  inland  waters  of  the  area  to 
which  assigned. 

General  knowledge  of  the  North  Carolina  shell  and  fin  fish  species. 

Ability  to  apply  provisions  of  the  commercial  fishing  laws  and  to  explain 
these  provisions  to  the  public. 

Ability  to  enforce  regulations  concerning  the  taking,  processing,  and  ship- 
ping of  seafood  with  tact,  firmness,  and  impartiality. 

Ability  to  make  independent  investigations  and  to  follow  oral  and  written 
instructions . 

Ability  to  operate  small  gasoline-powered  boats. 

Ability  to  keep  routine  records  and  reports. 

Ability  to  maintain  effective  working  relationshps  with  commercial  fisher- 
men, local  residents,  and  the  public. 

Physical  stamina  sufficient  to  work  outdoors  for  long  periods  of  time  under 
varying  climatic  conditions. 


5844 


ACCEPTABLE  TRAINING  AMD  EXPERIENCE 

Graduation  from  high  school  and  two  years  experience  in  public  contact 
work;  or  an  equivalent  combination  of  training  and  experience. 

NECESSARY  SPECIAL  REQUIREMENT 

Completion  of  the  Commercial  Fisheries  Inspectors'  basic  training  school. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment,  and 
training  standards  as  defined  and  established  by  the  N.C.  Criminal  Justice  Train- 
ing Standards  Act  and  administered  through  the  N.C.  Criminal  Justice  Training 
and  Standards  Council. 

Prepared  by 
Office  of  State  Personnel 
Revised  January,  1977 


COMMERCIAL  FISHERIES  INSPECTOR  II  5Q45 


NATURE  OF  WORK 


This  is  Inspection  work  assisting  in  supervising  the  enforcement  of  coroner-- 
cial  fisheries  laws  and  regulations. 

Employees  supervise  subordinate  inspectors  and  participate  in  law  enforcement 
activities  within  an  assigned  geographical  area  or  serve  as  disrrict  collection 
officers  in  collecting  tax  and  license  revenues.   Ihey  are  responsible  for  the  inter- 
pretation of  statutes  and  regulations  governing  size  limits,  closed  reasons,  per- 
luted  area-  of  water,  license  sales,  and  tax  collections.   Work  ma-y  involve  the 
operation  of  an  automobile,  outboard-motor  patrol  boat,  or  large  inboard- motor 
patrol  boat,   Work  is  guided  by  established  rules  and  regulations  and  is  performed 
under  the  general  supervisor,  of  an  inspection  supervisor  who  evaluates  work 
through  field  inspections,  review  of  activity  reports,  and  the  manner  in  which 
rules  and  regulations  are  enforced. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Works  with  suocrdinate  commercial  fisheries  inspectors  in  planning  and  execut- 
ing special  and  routine  law  enforcement  operations  requiring  the  coordination  of 
several  men's  activities. 

Instructs  new  inspectors  in  work  methods  by  accompanying  them  in  daily  law 
enforcement  activities  and  explaining  work  methods  in  the  application  of  commercial 
fisheries  laws. 

Patrols  assigned  area  of  a  district  by  automobile  or  small  outboaid--motor 
boat  and  spot -checks  commercial  fish  houses,  seafood  dealers,  and  commercial  fish- 
ermen for  possession  of  proper  license  and  adherence  to  commercial  fisheries  laws 
and  regulations. 

Operates  large  inboard-motor  patrol  boat  in  and  around  coastal  sounds,  bays, 
inlets,  and  rivers  in  the  inspection  of  commercial  fishing  boats  for  legal  catch, 
nets,  and  licenses. 

Supervises  and  coordinates  the  planting  of  shells  in  public  fishing  grounds 
and  the  placement  and  maintenance  of  signs  in  conjunction  with  closure  of  desig- 
nated waters . 

Issues  tax  and  license  receipt  books  to  designated  agencs  and  collects  all 
tax  and  license  revenue;-  payable  to  the  D1.vii.io-1  of  Commercial  Fisheries. 

Performs  related  work  as  required. 

KNOWIELCES  ,,  SKiLIS .  A.ND  ABLLITIES 

Considerable  knowledge  of  the  laws  regulating  rhe  taking,  processing,  and 
shipping  of  seafood, 

Considerable  knowledge  of  the  coastal  terrain  and  inland  waters  of  an  assigned 
area  of  a  district. 

Cor.side -aDle  knowledge  of  North  Carolina  shell  and  fin  fish  species, 

Ability  to  supervise  and  coordinate  the  work  of  subordinate  commercial  fisheries 
inspectors . 

Abilicy  to  operate  a  large  inboard-motor  patrol  boat,  to  read  and  interpret 
coastal  water  charts,  and  to  perform  dead  reckoning  navigation, 

Ability  to  collect  and  present  evidence  in  court  prosecutions „ 

Ability  to  present  information  effectively  in  oral  or  written  form. 

Ability  co  maintain  effective  working  relationships  with  the  public  and  other 
employees . 

Physical  stamina  sufficient  to  work  outdoors  for  long  periods  of  time  under 
varying  climatic  conditions. 


5845 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  three  years  experience  in  commercial 
fisheries  law  enforcement  work;  or  an  equivalent  combination  of  training 
and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


COMMERCIAL  FISHERIES  ASSISTANT  INSPECTION  SUPERVISOR       5847 

DESCRIPTION  OF  WORK 

This  is  supervisory  work  in  the  enforcement  of  commercial  fisheries  laws 
and  regulations  within  a  coastal  district. 

Employees  serve  as  assistants  to  district  supervisors  in  assigning  and 
reviewing  the  work  of  subordinate  inspectors,  schedule  district-wide  enforce- 
ment activities  according  to  the  fishing  seasons,  and  interpret  applicable  laws 
and  regulations  to  subordinate  personnel,  seafood  dealers,  and  other  commercial 
fishing  interests.   Work  is  guided  by  established  laws  and  regulations  and  by 
directives  from  the  Supervisor  who  evaluates  work  through  field  inspections,  re- 
view of  activity  reports,  and  the  manner  in  which  assignments  and  instructions 
are  executed. 

EXAMPLES  OF  DUTIES  PERFORMED 

Supervises  subordinate  inspectors  by  making  periodic  inspections  of  their 
territories  and  initiating  changes  that  make  their  enforcement  functions  more 
productive. 

Reviews  activity  reports  to  determine  work  load  and  productivity  of  each 
inspector;  advises  and  assists  inspectors  in  the  preparation  and  presentation  of 
violation  cases  and  court  prosecutions. 

Supervises  the  maintenance  and  upkeep  of  all  equipment  within  the  district; 
periodically  inspects  supplies  and  equipment  issued  to  inspectors. 

Assists  in  the  training  of  new  inspectors;  investigates  complaints  against 
department  personnel  and  recommends  disciplinary  action  on  routine  cases  of  mis- 
conduct . 

Answers  inquiries  concerning  commercial  fishing  laws  and  regulations;  pre- 
sents informational  programs  to  various  program  groups  to  promote  compliance  with 
fisheries  laws  and  regulations. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  laws  regulating  the  taking,  processing,  and 
shipping  of  seafood. 

Considerable  knowledge  of  the  coastal  terrain  and  inland  waters  of  an  as- 
signed area  of  a  district. 

Considerable  knowledge  of  North  Carolina  shell  and  fin  fish  species. 

Ability  to  supervise  and  coordinate  the  work  of  subordinate  commercial  fish- 
eries inspectors. 

Ability  to  collect  and  present  evidence  in  court  prosecutions. 

Ability  to  present  information  effectively  in  oral  or  written  form. 

Ability  to  maintain  effective  working  relationships  with  the  public  and  other 
employees. 

Physical  stamina  sufficient  to  work  outdoors  for  long  periods  of  time  under 
varying  climatic  conditions. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  four  years  experience  in  commercial  fisheries 
law  enforcement  work;  or  an  equivalent  combination  of  education  and  experience. 


5847 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Train- 
ing Standards  Act  and  administered  through  the  N.C.  Criminal  Justice  Training 
and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PFRSONNEL 
REVISED  JANUARY,  1977 


j   COMMERCIAL  FISHERIES  INSPECTION1  SUPERVISOR 

i 

NATURE  OF  WORK.   '  5848 

This  is  supervisory  work  in  the  enforcement  of  commercial  fisheries  laws  and 
regulations  within  a  coastal  district. 

Employees  assign  and  review  the  work  of  subordinate  inspectors  engaged  in  the 
enforcement  of  commercial  fisheries  laws  and  regulations  within  their  assigned 
geographical  area;  supervise  the  collection  of  license  and  tax  revenues;  schedule 
law  enforcement  activities  according  to  the  fishing  season  and  commercial  fishing 
activities;  and  interpret  commercial  fisheries  laws  and  regulations  to  subordinate 
personnel,  seafood  dealers,  and  commercial  fishermen.   Work  is  guided  by  estab- 
lished rules  and  regulations  and  is  performed  under  the  general  supervision  of 
the  Assistant  Commissioner  who  evaluates  work  through  field  inspections,  review 
of  activity  reports,  and  the  manner  in  which  rules  and  regulations  are  enforced. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 


Supervises  commercial  fisheries  inspectors  by  making  periodic  inspections  of 
their  territories  and  assigning  specific  tasks  in  their  extended  law  enforcement 
program. 

Checks  activity  reports  and  gives  general  instructions  on  methods  and  proced- 
ure; advises  inspectors  in  the  preparation  and  presentation  of  commercial  fisheries 
law  violation  cases  in  court  prosecutions. 

Supervises  the  maintenance  of  all  equipment  within  a  district;  arranges  for 
major  repairs  and  recommends  and  approves  expenses  for  equipment  and  supplies. 

Directs  and  assists  in  the  training  of  new  inspectors;  takes  disciplinary 
action  on  routine  cases  of  misconduct,  reports  and  recommends  action  on  major 
cases  of  misconduct,  and  makes  recommendations  on  the  hiring,  promotion,  02  dis- 
missal of  personnel  within  a  district. 

Investigates  complaints  and  unusual  violations;  gives  talks  to  various  groups 
to  explain  and  promote  the  commercial  fisheries  program. 

Performs  related  work  as  required. 

KNOWLEDGES.  SKILLS,  AND  ABILITIES 

Considerable  knowledge  of  the  laws  regulating  the  taking,  processing,  and 
shipping  of  seafood. 

Considerable  knowledge  of  the  coastal  terrain  and  inland  waters  of  an  assigned 
district . 

Considerable  knowledge  of  North  Carolina  shell  and  fin  fish  species. 

Ability  to  plan,  coordinate,  and  review  the  work  of  commercial  fisheries 
inspectors. 

Ability  to  collect  and  present  evidence  in  court  prosecutions. 

Ability  to  present  information  effectively  in  oral  or  written  form. 

Ability  to  maintain  effective  working  relationships  with  the  public  and  other 
employees. 

Physical  stamina  sufficient  to  work  outdoors  for  long  periods  of  time  under 
varying  climatic  conditions. 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  five  years  experience  in  commercial  fisheries 
law  enforcement  work,  two  years  of  whicn  shall  have  been  spent  in  a  supervisory 
capacity;  or  an  equivalent  combination  of  training  and  experience. 
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1 
NECESSARY  SPECIAL  QUALIFICATION  _^ 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 
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FISHERIES  ENFORCEMENT  ASSISTANT  DIRECTOR  NC    5856 

OSP   10/75 
DESCRIPTION  OF  WORK 

This  is  supervisory  and  administrative  work  in  the  enforcement  of  commercial 
fisheries  laws  and  regulations. 

The  employee  assists  and  relieves  the  Director  in  operational  and  enforcement 
matters,  and  serves  as  division  training  officer.   Work  is  guided  by  laws  and 
regulations  as  well  as  specific  instructions  from  the  Director  and  is  evaluated  in 
conferences  and  through  a  review  of  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Assists  Director  in  supervising  and  coordinating  division  operations  in 
accordance  with  specific  instructions,  laws,  and  division  policies. 

Plans  and  implements  in-service  training  programs  for  division  staff  in 
operational  procedures  and  application  of  laws. 

Provides  assistance  and  guidance  to  division  staff  on  daily  operations,  enforcement 
matters,  case  preparation,  and  personnel  matters. 

Prepares  operational  reports,  budgetary  and  equipment  requests,  and  drafts 
statutory  revisions  for  legislative  consideration. 

Coordinates  inter-agency  cooperation  with  federal  and  other  State  agencies. 

Reviews,  grants,  or  denys  requests  for  special  fishing  permits. 

Participates  in  determining  criteria  for  opening  and  closing  of  fishing 
seasons  and  waters. 

Reviews  complaint  reports  from  field  personnel;  evaluates,  resolves,  or  refers 
matters  for  higher  level  disposition. 

Testifies  in  court  and  prepares  case  documentation. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Extensive  knowledge  of  the  State  laws  and  regulations  controlling  commercial 
fishing  and  processing  of  seafood. 

Considerable  knowledge  of  the  coastal  terrain  and  waters  of  North  Carolina. 

Considerable  knowledge  of  the  operational  regulations  and  procedures  of  the 
Fisheries  Enforcement  Division. 

Considerable  knowledge  of  North  Carolina  shell  and  fin  fish  species. 

Skill  in  the  use  of  firearms  and  law  enforcement  equipment. 

Ability  to  operate  and  navigate  a  patrol  boat. 

Ability  to  supervise  and  instruct  others. 

Ability  to  interpret  and  enforce  laws,  coordinate  enforcement  activities,  and 
deal  effectively  with  the  public. 

Physical  stamina  sufficient  to  work  outdoors  and  in  coastal  waters  under 
varying  weather  conditions . 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  five  years  of  experience  in  commercial  fisheries 
law  enforcement;  or  an  equivalent  combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


FISHERIES  ENFORCEMENT  DIRECTOR  NC  5857 


DESCRIPTION  OF  WORK 


This  is  administrative  work  in  planning  and  directing  law  enforcement  activities 
of  the  Division  of  Commercial  Fisheries. 

Employee  assists  in  establishing  proper  interpretation  of  commercial  fishing 
laws,  planning  and  executing  effective  enforcement  methods,  and  making  recommenda- 
tions for  new  regulations  or  revision  in  existing  regulations.   Employee  is  required 
to  inform  commercial  fishing  operators  of  existing  regulations  and  gain  their  coopera- 
tion in  the  administration  of  the  enforcement  program.   Work  also  requires  the 
employee  to  supervise  all  field  personnel  engaged  in  inspection  and  enforcement 
operations.   Work  is  reviewed  through  periodic  conferences  with  the  Commissioner  and 
is  further  evaluated  by  the  effectiveness  of  the  enforcement  and  inspection  program. 

EXAMPLES  OF  DUTIES  PERFORMED 

Interprets  and  explains  existing  regulations  to  seafood  dealers  and  commercial 
fishermen;  establishes  good  relationships  between  the  division  and  other  parties 
interested  in  the  State's  fishing  industry. 

Instructs  field  inspectors  and  supervisors  in  the  interpretation  of  new  or  re- 
vised fishing  regulations. 

Supervises  field  inspections;  supervises  all  boat  crews  in  normal  patrol  and 
inspection  operations,  reassigns  personnel  and  coordinates  inspection  operations 
during  peak  fishing  seasons. 

Confers  with  Commissioner  regarding  the  correct  interpretation  of  regulations , 
and  proposed  revisions  in  existing  regulations;  obtains  Commissioner's  approval 
of  special  law  enforcement  programs . 

Reviews  all  weekly  activity  reports  submitted  by  field  personnel  for  adherence 
to  instructions;  represents  the  Commission  in  the  prosecution  of  commercial  fisheries 
law  violations. 

Inspects  all  equipment  used  by  the  Commission;  recommends  the  purchase  of  new 
or  additional  equipment  as  needed. 

Performs  related  work  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  laws  regulating  the  taking,  processing,  and  ship- 
ping of  seafood. 

Considerable  knowledge  of  the  coastal  terrain  and  waters  of  the  area  to  which 
assigned. 

Considerable  knowledge  of  North  Carolina  shell  and  sea  fish  species. 

Ability  to  make  detailed  investigations  and  to  explain  provisions  of  the  commer- 
cial fishery  laws  to  subordinate  employees  and  the  public. 

Ability  to  review  and  coordinate  the  work  of  subordinate  law  enforcement  employees , 

Ability  to  gather  and  present  evidence  to  be  used  in  court  prosecutions. 

Ability  to  prepare  consolidated  reports  and  records. 

Ability  to  establish  and  maintain  effective  working  relationships  with  commercial 
fishermen,  subordinate  employees  and  the  public. 

Physical  stamina  sufficient  to  work  outdoors  for  long  periods  of  time  under 
varying  climatic  conditions. 

Minimum  Education  and  Experience 

Graduation  from  hiqh  school  and  seven  vears  experience  in  commercial  fisheries 
law  enforcement  work  including  four  years  in  a  supervisory  capacity;  or  an 
equivalent  combination  of  education  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


LAW  ENFORCEMENT  ASSISTANT  DIRECTOR  NC  5967 


DESCRIPTION  OF  WORK 


Work  of  this  class  involves  assisting  in  administering  the  statewide  enforce- 
ment of  State  laws  and  regulations  relating  to  the  operation  and  sale  of  motor 
vehicles. 

Employee  is  responsible  for  planning,  assigning,  and  reviewing  the  work  of 
subordinate  law  enforcement  officers  and  weighing  station  operators  in  the  enforce- 
ment of  motor  vehicle  laws,  the  operation  of  weighing  stations,  and  investigative 
activities  relating  to  motor  vehicle  thefts  and  other  law  violations.   Employee 
spends  considerable  time  the  field  making  theft  investigations  and  observing  the 
effectiveness  of  the  enforcement  program.   Work  is  reviewed  for  effectiveness  by  the 
law  enforcement  director  through  discussions  and  by  an  analysis  of  reports  indicating 
the  progress  made  in  achieving  objectives  of  the  various  phases  of  the  statewide 
program. 

EXAMPLES  OF  DUTIES  PERFORMED 

Assists  in  developing  and  maintaining  a  law  enforcement  program  involving  en- 
forcement of  motor  vehicle  registration  and  weight  laws  and  investigative  activities 
relating  to  motor  vehicle  theft. 

Plans,  supervises  and  reviews  the  work  of  a  large  group  of  subordinate  employees 
engaged  in  law  enforcement  work  including  a  small  staff  of  clerical  employees, 

Assists  in  the  establishment  and  maintenance  of  permanent  and  temporary  weigh- 
ing stations. 

Makes  field  investigations  of  cases  of  motor  vehicle  theft. 

Presides  at  public  hearings  relating  to  the  interpretation  and  application  of 
specific  statutory  or  deparrmental  provisions  and  recommends  to  the  Law  Enforcement 
Supervisor  assessments  relating  to  truck  licensing  requirements  and/or  load  limita- 
tions, or,   may  determine  above  assessments  independently  depending  on  complexity 
of  the  case. 

Supervises  the  maintenance  of  stolen  vehicles;  supervises  the  maintenance  of 
records  on  vehicles  sold  at  auction  and  related  records. 

Supervises  the  preparation  of  tax  warrants  against  delinquent  taxpayers . 

Assists  in  interviewing  and  selecting  personnel  for  positions  in  the  License 
and  Theft  Division  subject  to  departmental  approval. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  provisions  of  North  Carolina  and  other  State 
motor  vehicle  registration  and  title  and  weight  laws . 

Ability  to  interpret  and  explain  lav/s,  regulations,  and  departmental  regula- 
tions . 

Ability  to  plan,  supervise,  and  review  the  work  of  a  group  of  subordinate 
employees. 

Ability  to  present  information  effectively  in  oral  and  written  form. 

Ability  to  maintain  effective  working  relationships  with  administrative  person- 
nel, subordinate  employees  and  the  general  public. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  four  years 'experience  as  a  Law  Enforcement 
Officer  I  or  II. 
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NECESSARY  SPECIAL  QUALIFICATION  sj 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statue, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 
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zac  .0903  wildlife  enforcement  area  leader  osp  11/76 

i:ription  of  work 

~ 

Work  in  this  class  involves  the  supervision  of  wildlife  protection  activities  in  two  to 
r  county  areas  within  a  district. 

Employees  serve  as  an  area  leader  in  planning,  coordinating,  assigning  air,  land,  and 
er  enforcement  operations,  and  reviewing  the  activities  of  four  to  five  Wildlife  Enforcement 
icers  I  &  II.   Work  also  includes  the  enforcement  of  fish  laws,  game  laws, and  boating  regula- 
ns  within  the  area.   There  is  considerable  public  contact  with  sportsmen,  youth  organiza- 
ns,  civic  groups  and  boaters  to  explain  the  programs  and  regulations  of  the  Wildlife  Resources 
mission.   The  work  is  performed  under  the  general  direction  of  the  District  supervisor  and 
reviewed  through  periodic  meetings,  activity  reports,  and  the  overall  performance  of  the  area. 

MPLES  OF  DUTIES  PERFORMED 


Exercises  operational  control,  assigns  work  priorities,  and  coordinates  the  activities  of 
dlife  Enforcement  Officers  I  and  II  within  his  area. 

Coordinates  activities  of  combined  air-land-water  patrols  for  routine  events  and  special 
ignments . 

Conducts  periodic  equipment  maintenance  checks  to  ensure  proper  performance  of  the  equip- 
t  of  the  Enforcement  Officers  within  his  area. 

Ensures  that  necessary  weekly  and  monthly  reports  to  be  forwarded  to  the  District  Supervisor 
prepared  in  an  accurate  and  timely  manner  by  officers  within  the  area. 
Coordinates  investigation  and  resolution  of  citizen  complaints  against  WRCC  violators 
:hin  area. 

Handles  routine  personnel  matters  such  as  sick  leave,  vacation  schedules,  and  petty  leave 
Enforcement  Officers  within  area. 
Advises  and  assists  Enforcement  Officers  I  and  II  in  operations  involving  the  apprehension 
violators  who  cause  unusual  enforcement  problems. 

Enforces  the  Wildlife  Resources  Commissions  rules,  and  regulations,  and  state  laws  pertain- 
to  hunting,  fishing,  and  boating  activities.   Upon  their  request,  assists  other  state  and 
eral  agencies  in  their  enforcement  of  laws  related  to  Wildlife  Enforcement  Officer's  activi- 

2S. 

Performs  related  duties  as  requested. 


ICRUITMENT  STANDARDS 

ft- 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  state  and  federal  laws  and  regulations  relating  to  the  protection 
d  management  of  game  and  fish,  and  to  boating. 

Considerable  knowledge  of  North  Carolina  game  and  fish  species,  their  habits  and  natural 
quirements . 

General  knowledge  of  and  skill  in  the  use  of  firearms  and  hunting  and  fishing  equipment 
d  boats. 

Ability  to  enforce  the  law  impartially  and  justly. 

Ability  to  plan  and  direct  enforcement  operations  involving  necessary  personnel  and  equip- 
:nt  including  the  use  of  aircraft. 

Ability  to  maintain  satisfactory  working  relationships  with  the  public  and  other  employees. 

Ability  to  keep  routine  records  and  write  standard  reports. 

Ability  to  operate  outboard  motor  boats,  automobiles,  and  two-way  radios. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  three  years*  experience  in  law  enforcement  work;  or  an 
juivalent  combination  of  education  and  experience. 

Necessary  Special  Qualifications 

1   Possession  of  a  valid  North  Carolina  Driver's  License. 

Possession  of  a  valid  Federal  Communications  Commission  Radio-Telephone  Operator's  License. 
State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute,  are  subject 
and  must  meet  the  applicable  education,  employment,  and  training  standards  as  defined  and  esta- 
Lshed  by  the  N.C.  Criminal  Justice  Training  Standards  Act  and  administered  through  the  N.C. 
Lminal  Justice  Training  and  Standards  Council. 


WILDLIFE  ENFORCEMENT  OFFICER  I  5871 

DESCRIPTION  OF  WORK 

Work  in  this  class  involves  the  enforcement  of  game,  fish,  and  boating 
laws  and  regulations  within  an  assigned  territory  of  the  state. 

Employees  patrol  fields,  forests,  and  inland  waters  in  automobiles,  boats, 
and  on  foot  to  enforce  applicable  state  and  federal  hunting,  fishing,  and 
boating  laws  and  regulations.   Work  involves  considerable  public  contact, 
particularly  with  sportsmen  and  youth  organizations,  to  explain  the  programs 
and  regulations  of  the  Wildlife  Resources  Commission.  Work  is  performed  under 
general  supervision,  guided  by  state  and  federal  laws  and  regulations,  and  re- 
viewed by  superiors  through  field  observation  and  weekly  activity  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Checks  licenses  of  hunters  and  fishermen  and  examines  the  game  or  fish 
taken  to  determine  compliance  with  the  applicable  laws  and  regulations. 

Seizes  Illegal  hunting  and  fishing  devices  and  all  game  and  fish  taken 
illegally. 

Investigates  violations  and  reports  of  violations,  arrests  violators,  and 
presents  testimony  in  court. 

Investigates  complaints  regarding  damage  done  by  wildlife,  suggests  pre- 
ventive measures  of  issuing  permits  to  kill  birds  or  animals  out  of  season  when 
deemed  necessary. 

Investigates  conditions  and  makes  recommendations  on  the  issuance  of  per- 
mits to  private  citizens  to  raise  game  or  fish  in  captivity,  or  to  trap  and  net 
game  or  fish. 

Inspects  facilities  engaged  in  processing  or  selling  game  birds  for  food 
purposes;  examines  and  correlates  invoices  and  receipts  of  such  processing 
plants,  jobbers  and  retail  outlets  to  determine  that  all  sales  are  in  strict 
compliance  with  law. 

Makes  recommendations  on  streams  to  be  stocked  with  fish  and  assists 
hatchery  personnel  in  the  distribution  of  such  fish. 

Checks  boats  for  proper  certification  and  boating  equipment  for  quantity 
and  type  as  required  by  law. 

Observes  boat  operation  for  detection  and  apprehension  of  operators  who 
operate  recklessly,  or  who  are  intoxicated  or  under  the  influence  of  narcotics. 

Investigates  and  reports  on  boating  accidents,  and  arrests  and  prosecutes 
in  the  courts  those  causing  such  accidents. 

Observes  water  skiing  operations  to  determine  that  such  operations  are  in 
compliance  with  state  laws. 

Assists  in  search  and  rescue  operations  for  the  victims  of  boating  acci- 
dents or  for  lost  hunters  and  fishermen. 

Assists  the  Commission's  hunter-safety  officers  in  the  promotion  of  hunting 
safety  programs  and  instruction. 

Explains  game,  fish,  and  boat  laws  and  regulations  to  individuals  and 
organizations,  giving  general  and  specific  hunting,  fishing,  and  boating  infor- 
mation, occasionally  making  talks  on  Wildlife  Resources  Commission  activities. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Working  knowledge  of  state  and  federal  laws  and  regulations  relating  to  the 
protection  and  management  of  game  and  fish,  and  to  boating. 
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Working  knowledge  of  North  Carolina  game  and  fish  species,  their  habits 
and  natural  requirements. 

General  knowledge  of  and  skill  in  the  use  of  firearms  and  hunting  and 
fishing  equipment. 

Ability  to  enforce  laws  impartially  and  justly. 

Ability  to  operate  outboard  motor  boats,  automobiles,  and  two-way  radios. 

Ability  to  maintain  satisfactory  working  relationships  with  the  public  and 
other  employees. 

Ability  to  keep  routine  records  and  write  standard  reports. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  completion  of  the  pre-service  school  for 
Wildlife  Protectors  at  the  Institute  of  Government  of  the  University  of  North 
Carolina  at  Chapel  Hill;  or  an  equivalent  combination  of  education  and  experi- 
ence. 

Some  experience  in  hunting,  fishing,  and  boating,  and  a  demonstrated 
interest  in  game  and  fish  conservation  is  desirable. 

Necessary  Special  Qualifications 

Possession  of  a  valid  North  Carolina  driver's  license. 

Possession  of  a  valid  Federal  Communications  Commission  Radio-Telephone 
Operator's  license. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


WILDLIFE  ENFORCEMENT  OFFICER  II  5872 

DESCRIPTION  OF  WORK 

Work  in  this  class  involves  the  supervision  of  wildlife  $rx>t<&£ti^>f\   «eHv(» 
ties  in  a  sub-district. 

Employees  serve  as  lead  protectors  in  coordinating  enforcement  work,  leading 
patrols  in  routine  or  special  enforcement  activities  and  in  assigning  work  pri- 
orities. Work  also  includes  the  enforcement  of  fish  and  game  laws  and  regulations 
within  an  assigned  area  of  the  sub-district.   There  is  considerable  public  contact, 
particularly  with  sportsmen  and  youth  organizations  to  explain  the  programs  and 
regulations  of  the  Wildlife  Resources  Commission.  Work  is  performed  under  the 
general  direction  of  the  district  supervisor  and  reviewed  through  periodic  meet- 
ings  and  analyses  of  activity  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Exercises  operational  control  and  coordination  of  activities  over  two  to 
five  Wildlife  Protectors  I  ,  assigning  priorities  to  areas,  times  and  types  of 
work  to  be  performed. 

Coordinates  activities  of  combined  air-land-water  patrols  for  routine  and 
special  enforcement  assignments. 

Advises  Wildlife  Protectors  I  in  carrying  out  operations  involving  appre- 
hension of  violators  who  cause  unusual  enforcement  problems. 

Trains  new  employees  in  proper  techniques  of  performing  work, 

Coordinates  with  game  biologists  in  investigating  applications  for  licenses 
for  controlled  Shooting  Preserves,  to  identify  boundaries  and  post,  and  for 
compliance  with  laws  controlling  establishment  and  operation  of  such  areas. 

Investigates  applications  for  boat  races,  regattas,  and  marine  parades  for 
safety  of  proposed  operations  and  for  possible  conflict  with  public  use  of  the 
State' s  waters. 

Conducts  audits  of  licensing  agents'  sales  receipts  upon  request  of  Assist- 
ant Executive  Director  (Administration). 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  state  and  federal  laws  and  regulations  relating 
to  the  protection  and  management  of  game  and  fish9  and  to  boating. 

Considerable  knowledge  of  North  Carolina  game  and  fish  species,  their  habits 
and  natural  requirements. 

General  knowledge  of  and  skill  in  the  use  of  firearms  and  hunting  and  fish- 
ing equipment   and  boats. 

Ability  to  enforce  law  impartially  and  justly. 

Ability  to  plan  and  direct  enforcement  operations  involving  necessary  personnel 
and  equipment. 

Ability  to  train  new  enforcement  personnel. 

Ability  to  maintain  satisfactory  working  relationships  with  the  public  and 
other  employees. 

Ability  to  keep  routine  records  and  write  standard  reports. 

Ability  to  operate  outboard  motor  boats,  automobiles,  and  two-way  radios. 
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Minimum  Education  and  Experience 

Graduation  from  high  school  and  two  years  experience  in  law  enforcement 
work*  or  an  equivalent  combination  of  education  and  experience. 

Necessary  Special  Qualifications 

Possession  of  a  valid  North  Carolina  Driver's  license. 

Possession  of  a  valid  Federal  Communications  Commission  Radio -Telephone 
Operator's  license. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  throuqh  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


lC  8G  .0903  WILDLIFE  ENFORCEMENT  OFFICER  II  NC  5374 

OSP  Rev.  11/76 
CEPTION  OF  WORK 


Work  in  this  class  involves  the  supervision  of  wildlife  enforcement  activities  in  a  section 

district  area. 

Employees  serve  as  senior  officers  in  executing  enforcement  work,  leading  small  patrols  in 
ine  or  special  enforcement  activities.   Work  also  includes  the  enforcement  of  fish  and  game 

and  regulations  within  an  assigned  area  of  the  sub-district.   There  is  considerable  public 
ict  to  explain  the  programs  and  regulations  of  the  Wildlife  Resources  Commission.   Work  is 
Drmed  under  the  general  direction  of  an  area  leader  and  reviewed  through  periodic  meetings 
analyses  of  activity  reports. 

?LES  OF  DUTIES  PERFORMED 


Exercises  operational  control  as  senior  officer  over  one  or  two  other  enforcement  officers 
Dordinated  area  assignments. 

Participates  as  lead  officer  in  activities  of  combined  air-land-water  patrols  for  routine 
special  enforcement  assignments. 

Advises  Wildlife  Enforcement  Officers  I's  in  carrying  out  operations  involving  apprehension 
iolators  who  cause  unusual  enforcement  problems. 

Conducts  undercover  investigations  concerning  serious  violations  of  game  and  fish  laws. 

Trains  new  employees  in  proper  procedures  and  techniques  of  performing  work. 

Coordinates  with  game  biologists  in  investigating  applications  for  licenses  for  controlled 
ting  Preserves,  to  identify  boundaries  and  post,  and  for  compliance  with  laws  controlling 
blishment  and  operation  of  such  areas. 

Investigates  applications  for  boat  races,  regattas,  and  marine  parades  for  safety  of  pro- 
d  operations  and  for  possible  conflict  with  public  use  of  the  State's  waters. 

Conducts  water  safety  and  boating  clincs  for  public  groups. 

Conducts  audits  of  licensing  agents'  sales  receipts  upon  request  of  Assistant  Executive  Di- 
:or  (Administration)  . 

Investigates  and  reports  on  boating  accidents  and  arrests  and  testifies  against  perpetrators 
?uch  accidents. 

Performs  related  duties  as  required. 

.KUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  state  and  federal  laws  and  regulations  relating  to  the  protection 
management  of  game  and  fish,  and  to  boating. 

Considerable  knowledge  of  North  Carolina  game  and  fish  species,  their  habits,  and  natural 
uirements. 

General  knowledge  of  and  skill  in  the  use  of  firearms  and  hunting  and  fishing  equipment  and 
lity  to  operate  outboard  motors,  special  vehicles  on  rough  terrain,  and  radios. 

Ability  to  enforce  law  impartially  and  justly. 

Ability  to  plan  and  direct  enforcement  operations  involving  necessary  personnel  and  equipment 

Ability  to  train  new  enforcement  personnel. 

Ability  to  maintain  satisfactory  working  relationships  with  the  public  and  other  employees. 

Ability  to  keep  routine  records  and  write  standard  reports. 

Minimum  Education  and  Experience 

Graduation  from  high  school,  completion  of  pre-service  and  in-service  enforcement  training, 
1  two  years'  experience  in  law  enforcement  work;  or  an  equivalent  combination  of  education  and 
perience. 

Necessary  Special  Qualifications 

Possession  of  a  valid  North  Carolina  Driver's  license. 

Possession  of  a  valid  Federal  Communications  Commission  Radio-Telephone  Operator's  license. 
k   State  employees engaged  in  "law  enforcement  work",  as  defined  by  State  Statute,  are  subject 
f and  must  meet  the  applicable  education,  employment,  and  training  standards  as  defined  and 
tablished  by  the  N,C.  Criminal  Justice  Training  Standards  Act  and  administered  through  the  N.C. 
iminal  Justice  Training  and  Standards  Council. 


1  NCAC  OG  .0903  WILDLIFE  ENFORCEMENT  DISTRICT  SUPERVISOR  r.c    5875 

OSP  Rev.  11 
_  ^-.ilPTION  OF  WORK 

Work  in  this  class  involves  the  direction  of  the  enforcement  program  for  fish,  gar.e ,  ar-d 
boating  laws  and  regulations  within  a  wildlife  enforcement  district. 

Employees  plan  and  direct  the  enforcement  activities  for  the  district  which  includes  ton 
to  twelve  counties.  Duties  include  leading  extensive  investigative  and  enforcement  operation 
coordinating  activities  with  other  District  Supervisors,  and  assuring  uniformity  in  the  inter- 
pretation and  application  of  laws  and  regulations  by  district  personnel.  Work  also  includes 
broad  public  contact  to  promote  wildlife  management  and  conservation  programs,  and  -uo  explain 
the  enforcement  program.  Work  is  performed  under  the  administrative  direction  of  the  Wildlif 
Protection  Administrator. 

EXAMPLES  OF  DUTIES  PERFORMED 
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Supervises  district  enforcement  personnel  by  making  periodic  inspections,  assigning 
specific  tasks  on  extended  law  enforcement  operations,  checking  weekly  reports,  and  giving 
general  arid  specific  instructions. 

Coordinates  work  with  other  divisions  of  the  Wildlife  Resources  Commission  in  management 
and  conservation  activities  such  as  game  and  bird  counts,  fish  stocking  and  educational  work 
with  youth  groups. 

Advises  officers  on  the  preparation  and  presentation  of  game,  fish,  and  boat  law  and 
regulation  violation  cases  in  court  prosecutions,  investigates  complaints  and  unusual  violati 

Reports  to  the  Wildlife  Protection  Administrator  on  the  performance  of  Wildlife  ProtectQ 
takes  disciplinary  action  on  routine  cases  of  misconduct,  and  makes  recommendations  on  hirinc 
and  discipling  of  district  wildlife  officers. 

Manages  district  budget  and  recommends  and  approves  expenditures  for  equipment  and  supp] 

Interprets  game  and  fish  laws  and  regulations  of  subordinates,  clubs,  and 

*ier  interested  organizations. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


|1( 


Knowledges,  Skills,  and  Abilities 

Thorough  knowledge  of  state  and  federal  laws  and  regulations  relating  to  the  protection 
and  management  of  game,  fish,  and  boating. 

Considerable  knowledge  of  North  Carolina  game  and  fish  species. 

General  knowledge  of  and  skill  in  the  use  of  firearms  and  hunting  and  fishing  equipment 
and  ability  to  operate  outboard  motor  boats,  and  special  vehicles  on  rough  terrain. 

Ability  to  supervise,  direct,  and  review  the  activities  of  other  wildlife  protection 
personnel. 

Ability  to  direct  detailed  investigations  of  game,  fish,  and  boat  law  violations. 

Ability  to  maintain  satisfactory  working  relationships. 

Ability  to  present  information  effectively  in  oral  and  written  form. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  five  years  of  experience  in  law  enforcement  work,  in- 
cluding three  years  of  supervisory  experience;  or  an  equivalent  combination  of  education  and 
experience. 

Necessary  Special  Qualifications 

Possession  of  a  valid  North  Carolina  Driver's  license. 

Possession  of  a  valid  Federal  Communications  Commission  Radio-Telephone  Operator's 
license.  | 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute,  are  sM 
ject  to  and  must  meet  the  applicable  education,  employment,  and  training  standards  as  defriJl 
and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act  and  administered  through 
the  N.C.  Criminal  Justice  Training  and  Standards  Council. 
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1  NCAC  8G  .0903  NC  5877 

WILDLIFE  ENFORCEMENT  ASSISTANT  ADMINISTRATOR  0SP  ReV'    ' 

ESCRIPTION  OF  WORK 


b 


" 


An  employee  in  this  class  performs  advisory  and  supervisory  work  in  directing, 
oordinating,  and  reviewing  the  activities  of  game  law  enforcement  officers. 

Employee  recommends,  initials.,  or  approves  enforcement  plans  and  procedures, 
nd  carries  on  a  continuous  plan  of  field  inspections  to  ascertain  that  game  laws  are 
crrectly  interpreted  and  enforced.   When  these  inspections,  conferences  or  review  of 
eriodic  reports  indicate  the  necessity,  the  employee  gives  technical  and  administrative 
dvice  or  instructions  to  game  law  enforcement  personnel  through  dishrirt  arpa  sup^r- 
isors.   He  is  also  responsible  for  disseminating  technical  information  on  legal  inter- 
iretation  obtained  from  other  sources  to  aid  the  wildlife  enforcement  officers  in  their 
rork.   Work  also  includes  coordinating  and  participating  in  air  and  ground  patrols.   The 
employee  will  assist  in  coordinating  the  activities  of  the  vildlife  enforcement  officer's 
:rainee  school.   This  employee  is  the  assistant  to  the  administrator  and  acts  on 
idministrative  matters  in  the  administrator's  absence. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  in  zoology,  biology,  wildlife 
management  or  police  science  and  six  years  of  experience  in  game  or  fish  maiKigumeiiL  ox 
related  research  work,  including  one  year  in  an  administrative  or  supervisory  capacity; 
or  an  equivalent  combination  of  education  and  experience. 

NECES SARY  SPECIAL  QUALIFICATION 


State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  North  Carolina  Criminal  Justice  Training  Stan- 
dards Act  and  administered  through  the  North  Carolina  Criminal  Justice  Training  and 
Standards  Council. 
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1  NCAC  8G.  0903  NC  5879 

OSP  Rev.  11/76. 
WILDLIFE  ENFORCEMENT  ADMINISTRATOR 

DESCRIPTION  OF  WORK 

This  is  administrative  and  technical  responsibility  for  all  game,  boat,  and  fish 
law  and  regulation  enforcement  activities  of  the  Wildlife  Resources  Commission.   Work 
includes  planning,  assigning,  and  reviewing  the  work  of  clerical,  field,  and  super- 
visory wildlife  enforcement  personnel. 

Within  the  limits  of  the  policies  and  objectives  established  by  the  Executive 
Director,  this  employee  must  make  operational  and  budgetary  plans  to  effectively 
extend  and  improve  facilities  and  methods,  and  to  provide  an  adequate  program  for  the 
selection  and  training  of  wildlife  enforcement  personnel.   Program  objectives  are 
carried  out  in  accordance  with  the  capabilities  of  the  district  budgetary,  equipment, 
and  staff  resources  for  which  the  employee  has  delegated  responsiblity.   Employee  is 
responsible  for  establishing  the  proper  interpretation  of  all  laws  and  regulations 
relating  to  the  law  enforcement  program.   The  development  of  effective  relationships 
with  the  public  and  other  law  enforcement  organizations  is  an  important  aspect  of  the 
duties  of  this  position.   The  work  is  evaluated  by  the  Executive  Director  through 
conferences,  written  reports,  and  occasional,  inspections  of  field  operations. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  with  specialization  in  wildlife 
management,  police  science,  zoology  or  biology  and  five  years  of  experience  in  law  en- 
forcement administration;  or  an  equivalent  combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  North  Carolina  Criminal  Justice  Training  Stan- 
dards Act  and  administered  through  the  North  Carolina  Criminal  Justice  Training  and 
Standards  Council. 


TRANSPORTATION  INSPECTOR  NC    5905 

OSP  Rev.  8/75 


DESCRIPTION  OF  WORK 


This  is  inspection  and  investigative  work  in  enforcing  State  laws  and  regulation 
adopted  by  the  Utilities  Commission  governing  motor  carriers  offering  public  trans- 
portation and  freight  services. 

Employees  routinely  work  within  an  assigned  geographical  area  of  the  State,  but. 
are  subject  to  special  assignments  in  other  areas.   Activities  develop  from  the 
monthly  work  schedule  prepared  by  the  supervisor,  from  complaints  received  relative 
to  violations,  and  from  conditions  observed  during  inspection  trips.   Considerable 
contact  with  owners,  operators,  and  company  personnel  is  necessary  when  conducting 
inspections  of  vehicles,  facilities,  and  records.   Work  is  guided  by  policies  and 
regulations  established  by  the  Commission,  and  instructions  from  the  supervisor. 
Routine  violations  and  problems  of  a  recurring  nature  are  handled  independently,  with 
matters  which  warrant  attention  at  the  Division  or  Commission  level  being  referred 
for  appropriate  action.   Work  is  evaluated  by  the  supervisor  through  the  review 
of  reports  and  forms,  discussion,  and  observation  to  assure  that  policies  and 
regulations  of  the  Commission  are  followed  and  appropriate  decisions  made. 

EXAMPLES  OF  DUTIES  PERFORMED 


Performs  safety  inspection  of  trucks  and  buses  at  weight  stations,  freight 
terminals,  and  bus  stations. 

Checks  the  appearance  and  condition  of  bus  and  railroad  stations;  drivers' 
medical  certificates,  chauffeur  licenses,  and  log  books;  and  shipping  documents 
carried  by  drivers  or  on  file  in  terminal  offices. 

Issues  citations  to  drivers  and  collects  appropriate  fees  and  penalties  if 
carriers  fail  to  register  with  the  Utilities  Commission  their  exempt  operation  or 
Interstate  Commerce  Commission  authority. 

Conducts  investigation  of  major  accidents  to  determine  the  underlying  cause 
from  the  standpoint  of  safety;  reports  finding  and  conclusion  to  supervisor. 

Assists  new  carriers  with  Commission  regulations,  serves  orders  issued  by 
Commission,  and  performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Ability  to  learn,  interpret,  and  apply  applicable  laws  and  regulations  of  the 
Utilities  Commission  governing  motor  freight  and  passenger  carriers,  their  operating 
procedures,  and  forms  or  documents;  to  collect  and  present  information  clearly  and 
concisely  in  oral  and  written  form;  and  to  establish  effective  working  relationships 
with  owners,  operators,  company  representatives,  and  fellow  workers. 

Minimum  Education  and  Experience 

Completion  of  high  school  and  either  three  years  of  experience  in  the  terminal 
or  business  operation  activities  of  motor  freight  or  passenger  carriers  or  four 
years  of  experience  in  general  investigatory,  regulatory,  or  public  contact  work; 
or  an  equivalent  combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 
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DESCRIPTION  OF  WORK 

This  is  supervisory  work  in  directing  the  enforcement  of  State  laws  and  regulations 
adopted  by  the  Utilities  Commission  governing  motor  carriers  offering  public  transpor- 
tation and  freight  services. 

Employee  is  responsible,  through  Transportation  Inspectors,  for  regulatory 
supervision  and  safety  compliance  of  intrastate  motor  passenger  and  freight  carriers; 
and  for  assuring  that  carriers  operating  under  authority  granted  by  the  Interstate 
Commerce  Commission  register  and  comply  with  insurance  and  safety  requirements  of 
the  Utilities  Commission.   Work  is  perfomed  independently,  under  general  supervision 
of  the  division  director  and  assistant  division  director,  and  is  reviewed  through 
written  reports,  conferences,  and  evaluation  of  work  accomplishments. 

EXAMPLES  OF  DUTIES  PERFORMED 


Prepares  directive  memorandums  and  work  schedules  for  inspectors. 

Reads  and  analyzes  information  from  inspectors'  reports  in  order  to  evaluate 
and  improve  their  performance,  to  improve  enforcement  procedures,  to  see  that  necessary 
follow  up  action  is  taken,  and  to  see  that  unusual  or  repetitive  matters  requiring 
action  by  the  Commission  are  presented  on  the  Division's  agenda. 

Coordinates  joint  inspections  or  investigations  to  be  conducted  with 
representatives  of  the  Interstate  Commerce  Commission  or  Division  of  Motor  Vehicles. 

Organizes  training  sessions  presented  to  the  field  inspectors,  assists  them  in 
the  interpretation  of  new  laws  and  regulations  they  must  enforce,  and  maintains 
Inspectors'  Manual  on  a  current  basis. 

Supervises  the  processing  of  citations  issued  and  fees  and  penalties  collected 
by  inspectors. 

Advises  and  instructs  interstate  carriers  relative  to  registration,  for 
compliance  with  Commission  requirements. 

Reviews  bus  schedules  filed  with  Commission,  contacts  company  if  rules  and 
regulations  of  Commission  are  not  followed,  and  has  schedules  placed  on  Division's 
Agenda  for  Commission  action. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  and  ability  to  interpret  and  apply  laws  and  regulations 
of  the  State  Utilities  Commission  and  federal  agencies  relative  to  the  regulation 
of  motor  freight  and  passenger  carriers. 

General  knowledge  of  operating  practices  of  motor  freight  and  passenger  carriers, 
their  operating  records,  and  forms. 

Ability  to  train,  supervise,  and  direct  the  work  of  subordinates;  to  establish 
and  maintain  effective  working  relationships  with  associates  and  employees  of  motor 
carriers;  and  present  information  clearly  and  concisely. 

Minimum  Education  and  Experience 

Graduation  Irom  a  four-year  college  or  university  and  three  years  of  administrative 
or  related  experience  preferably  in  business  operations  or  regulatory  activities 
relevant  to  the  transportation  industry;  or  an  equivalent  combination  of  education 
and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 

REVISED  JANUARY,  1977 


TRANSPORTATION  MANAGEMENT  INVESTIGATOR  1  5913 


DESCRIPTION  OF  WORK 

This  is  special  investigative  work  with  the  Department  of  Transportation  and 
Highway  Safety. 

Employee  performs  investigations  pertaining  to  theft  or  vandalism  of  State 
property,  and  suspected  irregularities  involving  the  Department  of  Transportation 
personnel  such  as  conflicts  of  interest,  misappropriation  or  use  of  State  property, 
labor,  or  right-of-way  acquisitions  and/or  residue  disposition.   Work  also  includes 
background  investigations  and  security  checks  of  applicants  for  key  positions  and 
investigations  of  complaints  against  Department  of  Transportation  personnel  by 
private  citizens.   In  cases  which  end  in  criminal  actions  employees  work  with  local 
or  state  investigative  and  enforcement  agents  in  providing  background  and  serve  as 
corraborative  witness  in  legal  proceedings.   Work  is  performed  under  the  general 
supervision  of  the  investigative  unit  supervisor  and  is  reviewed  and  evaluated  through 
analysis  of  reports  and  periodic  conferences. 

EXAMPLES  OF  DUTIES  PERFORMED 

Investigates  break- ins  at  Highway  Commission  and  Ports  Authority  installations. 

Investigates  damage  to  State  property  and  equipment  by  vandals. 

Cooperates  with  law  enforcement  officials  in  investigations  of  vandalism  or 
theft  of  State  property. 

Investigates  alleged  conflict  of  interest  by  departments  personnel  and  sus- 
pected irregularities  in  use  or  appropriation  of  Highway  funds,  equipment,  and/or 
personnel. 

Performs  record  checks  and  determines  possibilities  of  irregularities  in 
different  phases  of  highway  constructions. 

Performs  background  checks  of  applicants  for  certain  key  positions. 

Prepares  reports  and  recommendations  based  on  investigations. 

Makes  recommendations  involving  internal  security  and  related  problems. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  investigative  principles  and  techniques. 

Considerable  knowledge  of  Highway  Commission  rules,  regulations,  and  policies. 

Considerable  knowledge  of  right-of-way  policies  and  regulations  and  highway 
specifications. 

Ability  to  prepare  clear  and  concise,  but  thorough,  written  reports  of  findings. 

Ability  to  establish  and  maintain  effective  working  relationships  with  law 
enforcement  and  Transportaion  Department  personnel  and  with  the  general  public. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  and  one  year  of  investiga- 
tive experience;  or  an  equivalent  combination  of  education  and  experience.   (Addi- 
tional investigative  experience  may  be  substituted  for  college  on  a  year- for- year 
basis.) 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 

REVISED  JANUARY,  1977 


TRANSPORTATION  MANAGEMENT  INVESTIGATOR  II  ')914 


DESCRIPTION  OF  WORK 

This  is  supervisory  work  in  the  special  investigative  unit  in  the  Department 
of  Transportation  and  Highway  Safety. 

Employee  leads  investigations  or  conducts  the  more  difficult  assignments 
pertaining  to  theft  or  vandalism  of  state  property.   Work  also  includes  making  back- 
ground investigations  and  security  checks  of  applicants  for  key  positions  and  special 
investigations  of  complaints  against  Department  of  Transportation  personnel  by 
private  citizens.   Responsibilities  include  recommendation  as  to  when  law 
enforcement  officers  should  be  brought  in,  cooperative  work  in  the  subsequent 
investigations,  and  a  final  role  as  corraborative  witness.   Duties  include 
orientation  of  new  employees  and  advising  staff  investigators  regarding  assignments. 
Work  is  performed  under  the  administrative  supervision  of  the  Manager  of  the  Project 
Management  and  is  reviewed  and  evaluated  through  analysis  of  reports  and  in  conferences. 

EXAMPLES  OF  DUTIES  PERFORMED 

Conducts  special  or  difficult  investigations  including  break- ins  at  Highway 
Commission  and  Ports  Authority,  damage  to  State  property  and  equipment  by  vandals, 
alleged  conflicts  of  interest  by  departments  personnel  and  suspected  irregularities 
in  use  or  appropriation  of  Highway  funds,  equipment,  and/or  personnel,  and  determines 
referral  of  cases  to  law  enforcement  personnel. 

Coordinates  the  exchange  of  investigative  findings. 

Makes  records  involving  internal  security  and  related  problems. 

Guides  investigative  staff  in  carrying  out  assignments  through  establishing 
work  priorities   and  procedures  and  in  preparation  of  reports  and  testimony. 

Prepares  and  reviews  reports  of  findings  and  recommendations  which  result 
from  investigations. 

Performs  record  checks  and  determines  possibilities  of  irregularities  in 
different  phases  of  highway  constructions. 

Performs  background  checks  of  applicants  for  certain  key  positions. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Thorough  knowledge  of  investigative  principles  and  techniques. 

Considerable  knowledge  of  Highway  Commission  rules,  regulations,  and  policies. 

Considerable  knowledge  of  right-of-way  policies  and  regulations  and  highway 
specifications. 

Ability  to  prepare  clear  and  concise,  but  thorough,  written  reports  of  findings. 

Ability  to  establish  and  maintain  effective  working  relationships  with  law 
enforcement  and  Transportation  Department  personnel  and  with  the  general  public. 

Ability  to  train  and  supervise  other  employees. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  and  three  years  of  investi- 
gative experience;  or  an  equivalent  combination  of  education  and  experience.   (Addi- 
tional investigative  experience  may  be  substituted  for  college  on  a  year- for- year 
basis.) 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  moet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


VEHICLE  INSPECTION  OFFICER  I  5941 


DESCRIPTION  OF  WORK 

This  is  regulatory  work  in  the  enforcement  of  motor  vehicle  regulations 
applicable  to  inter- state  and  intra- state  commerce. 

Employees  inspect  motor  vehicle  registrations  and  other  ownership  docu- 
ments to  enforce  regulations  governing  commercial  vehicle  operation,  cargo, 
and  road- limit  weight  restrictions,  gasoline  use  tax,  and  safety  requirements. 
Duties  may  include  the  under-cover  investigation  of  vehicle  inspection  stations 
to  determine  if  safety  standards  are  being  adhered  to*   Work  is  guided  by  motor 
vehicle  regulations  and  reciprocal  agreements  with  other  states  and  is  reviewed 
by  supervisory  personnel. 

EXAMPLES  OF  DUTIES  PERFORMED 

Examines  bills  of  lading  and  invoices  to  see  if  they  correspond  with  the 
actual  cargo  being  transported  on  the  truck. 

Inspects  and  weighs  trucks  to  determine  whether  cargo  and  road  limit 
weight  laws  have  been  violated  and  to  determine  whether  vehicles  carry  proper 
equipment,  registration  and  licensees  for  the  conditions  under  which  cargoes 
are  carried. 

Makes  arrests  if  necessary  and  serves  as  a  witness  in  court. 

Performs  related  work  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

General  knowledge  of  North  Carolina  Motor  Vehicle  laws  and  reciprocal 
agreements  with  other  states. 

Ability  to  operate  standard  and  portable  vehicle  weighting  scales  and 
properly  interpret  results  obtained. 

Ability  to  enforce  the  provisions  of  North  Carolina  and  other  states 
laws  regulating  vehicle  operation  with  tact,  fairness,  and  impartiality. 

Ability  to  maintain  favorable  working  relationships  with  truck  drivers, 
and  station  personnel. 

Ability  to  follow  oral  and  written  instructions. 

Minimum  Education  and  Experience 
Graduation  from  high  school  * 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


VEHICLE  INSPECTION  OFFICER  II  3942 

DEFINITION  OF  WORK 

This  is  supervisory  and  regulatory  work  in  the  enforcement  of  motor 
vehicle  regulations  applicable  to  inter-state  and  intra-state  commerce. 

Employees  serve  as  unit  leaders  in  directing  Lhe  activities  of  assigned 
personnel  in  inspecting  motor  vehicle  registrations  and  other  ownership  docu- 
ments to  enforce  regulations  governing  commercial  vehicles  operation,  cargo, 
and  r.^ad- limit  weight  restrictions,  gasoline  use  tax,  and  safety  requirements. 
Work  involves  determining  locations  for  setting  up  portable  inspection  sta- 
tions, for  training  and  supervising  assigned  personnel,  and  the  responsibility 
for  personally  investigating  and  prosecuting  the  more  serious  offenses.   Work 
is  performed  under  general  supervision  of  the  vehicle  inspection  supervisor 
and  is  evaluated  by  the  efficiency  and  the  effectiveness  of  the  inspection 
program,, 

EXAMPLES  OF  DUTIES  PERFORMED 

Supervises  the  weighing  of  trucks  for  overweight  and  inspects  their  weight 
and  cargo  in  reference  to  licenses  and  bills  of  lading. 

Determines  whether  trucks  are  violating  road,  axle,  or  license  limita- 
tions; advises  operators  of  the  type  and  extent  of  violations  and  penalties; 
collects  fees  for  such  violations  or  makes  necessary  agreements  with  truck 
operators  which  will  insure  payment  of  assessed  fees. 

Makes  necessary  arrangements  with  owners  or  operators  of  overweight  or 
improperly  licensed  vehicles  transporting  perishable  goods  in  order  that  they 
may  not  be  unduly  delayed. 

Makes  arrests  and  appears  in  court  as  a  witness. 

Prepares  reports  of  monies  collected,  trucks  stopped  and  penalties  applied, 

Performs  related  work  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  North  Carolina  motor  vehicle  laws  and 
reciprocal  agreements  with  other  states. 

Ability  to  determine  if  invoices  and  bills  of  lading  correspond  with 
licenses  and  weight  limits. 

Ability  to  operate  standard  and  portable  vehicle  weighing  scales  and 
properly  interpret  results  obtained,. 

Ability  to  enforce  provisions  of  the  motor  vehicle  laws  with  tact,  fair- 
ness, and  Impartiality . 

Ability  to  maintain  routine  clerical  records  and  to  prepare  proper  re- 
ports from  the  records a 

Ability  to  establish  and  maintain  favorable  working  relationships  with 
truck  operators  and  station  personnel. 

Minimum  Education  and  Experienc e 

Graduation  from  high  school  and  three  years  experience  as  a  vehicle  inspec- 
tion officer;  or  an  equivalent  combination  of  training  and  experience^ 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
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tice  Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


VEHICLE  INSPECTION  SUPERVISOR 


DEFINITION  OF  WORK 


This  is  supervisory  work  in  directing  the  enforcement  of  motor  vehicle 
regulations  involving  inter-state  and  intra-state  commerce  within  an  assigned 
geographical  area-, 

Employees  supervise  and  instruct  personnel  in  interpreting  and  enforcing 
vehicle  weight,  registration,  and  safety  regulations,  select  locations  for 
portable  stations  and  resolve  problems  relating  to  unusual  violations.   Work 
may  include  responsibility  for  supervising  and  participating  in  undercover 
investigations  of  vehicle  safety  inspection  stations  suspected  of  conducting 
inferior  inspections.  Work  is  performed  independently  under  the  administra- 
tive supervision  of  a  district  law  enforcement  supervisor  and  is  evaluated 
through  conferences,  field  inspections,  and  review  of  activity  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Prepares  work  schedules  and  assigns  personnel  to  work  stations  and  work 
shifts;  selects  general  areas  where  crews  will  operate  on  a  temporary  basis. 

Supervises  and  instructs  subordinate  personnel  in  carrying  out  work 
assignments;  coordinates  work  between  the  inspection  stations  in  order  to 
adequately  cover  the  movement  of  commercial  vehicle  traffic  in  assigned 
areas.  > 

Confers  periodically  with  immediate  supervisor  concerning  the  applica- 
tion, interpretation,  and  enforcement  of  pertinent  motor  vehicle  laws;  in- 
forms subordinate  personnel  of  regulation  changes  and  special  orders. 

Coordinates  undercover  investigations  of  vehicle  inspection  stations 
alleged  of  conducting  inferior  inspections;  may  appear  as  witness  for  the 
state  in  an  administrative  bearing. 

Assists  subordinate  personnel  in  resolving  problems  relating  to  unusual 
violations;  makes  proper  charges  for  weight,  safety,  and  regulation  violations. 

Supervises  the  preparation  of  reports  of  monies  collected,  vehicles 
stopped  and  penalties  applied;  reviews  such  reports  for  accuracy  and  appro- 
priate application  of  regulations. 

Performs  related  work  as  requiredo 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Thorough  knowledge  of  North  Carolina  and  motor  vehicle  laws  and  reciprocal 
agreements  with  other  states. 

Ability  to  determine  if  invoices  and  bills  of  lading  correspond  with 
license  and  limitations  of  weight. 

Ability  to  supervise  the  operation  of  standard  and  portable  vehicle 
weighing  scales  and  to  interpret  the  results  properly. 

Ability  to  enforce  motor  vehicle  laws  with  tact,  fairness,  and  impartiality. 

Ability  to  supervise  the  maintenance  of  clerical  records  and  the  preparation 
of  reports. 

Ability  to  establish  and  maintain  favorable  working  relationships  with 
vehicle  operators  and  other  employees. 


r 
-   J 
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Minimum  Education  and  Experience 

Graduation  from  high  school  and  two  years  of  supervisory  experience  in 
the  enforcement  of  vehicle  weight,  safety,  and  registration  laws;  or  an 
equivalent  combination  of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


fc  8G  .0904  FOREST  LAW  ENFORCEMENT  OFFICER  I  NC  5958 

OSP  11/76 
|[PTION  OF  WORK 

•fork  in  this  class  involves  investigating  felony  violations  of  forest  laws,  and  violations 
*  general  laws  of  breaking  and  entering,  and  vandalism  in  connection  with  Forest  Resources' 
rty  in  a  multi-county  area. 

!2mployees  provide  the  County  Forest  Rangers  with  technical  and  professional  law  enforcement 
tise  while  the  Ranger  is  investigating  misdemeanor  violations  of  forest  laws.   Employees 
ct  the  required  law  enforcement  training  background  investigations,  and  serve  as  the  Divi- 
linspectors  for  OSHA  compliance. 

LES  OF  DUTIES  PERFORMED 

Investigate  incendiary  forest  fires  by  determining  cause  and  origin,  questioning  witnesses 
ocal  residents,  serving  evidence,  interviewing  suspected  violators,  and  preparing  cases 
ourt  presentation.   Instructs  Rangers  in  determining  forest  fire  origins,  collecting  and 
rving  evidence,  laws  of  search,  seizure,  evidence,  arrest,  and  courtroom  procedures.   In- 
ts  Division  personnel  in  defensive  driving  and  the  Civil  Preparedness  Defense  program. 
Inspect  Division  facilities  for  compliance  with  Occupational  Safety  ana  Health  Administra- 
standards,  and  recommend  corrective  actions.   Inspect  Division  facilities  for  proper  se- 
y  and  recommend  changes. 

Review  fire  reports  from  all  ranges  in  assigned  area  to  determine  trouble  spots  and  noti- 
prorpriate  personnel  of  developing  trends  and  prevention  possibilities;  solicit  assistance 
other  law  enforcement  agencies  and  coordinate  the  efforts  in  forest  law  violations. 
Perform  stake-outs  for  obtaining  evidence  in  felony  violations. 
Investigate  stream  obstruction-law-violations. 

JITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 


Thorough  knowledge  of  investigative  techniques,  evidence  preservation  and  court  procedures. 

Considerable  knowledge  of  laws  relating  to  forestry,  theft,  breaking  and  entering,  and 
alism. 

General  knowledge  of  fire  behavior,  and  the  geographical  area  to  which  assigned. 

Ability  to  teach  law  enforcement  subjects  and  techniques. 

ability  to  interpret  regulations  relating  to  safety  and  OSHA. 

Ability  to  extract  information  from  suspects  by  interviewing  and  questioning  without  ex- 
ing  legal  restrictions. 

Minimum  Education  and  Experience 

Graduation  from  a  four  year  college  or  university  with  a  degree  in  criminology  and  two  years 
forest  law  enforcement  officer  trainee;  or  graduation  from  a  two  year  technical  school  with 
igree  in  police  science  and  three  years'  experience  in  law  enforcement  to  include  two  years  in 
ist  law  enforcement;  or  graduation  from  high  school  and  five  years'  experience  in  law  enforce- 
to  include  two  years  in  forest  law  enforcement;  or  equivalent  education  and  experience. 

Minimum  Education  and  Experience  for  a  Trainee  Appointment 

Graduation  from  a  four  year  college  or  university  with  a  degree  in  criminology;  graduation 
n  high  school  and  three  years' experience  in  law  enforcement;  or  graduation  from  a  two  year 
inical  school  with  a  degree  in  police  science  and  one  year  of  law  enforcement  or  closely 
ated  experience. 

J   jSSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute,  are  subject 
>and  must  meet  the  applicable  education,  employment,  and  training  standards  as  defined  and 
sablished  by  the  N.C.  Criminal  Justice  Training  Standards  Act  and  administered  through  the  N.C. 
r-ninal  Justice  Training  and  Standards  Council. 


1  NCAC  8G  .0904  FOREST  LAW  ENFORCEMENT  OFFICER  II  NC  5 

DESCRIPTION  OF  WORK  0SP 

Work  in  this  class  involves  supervising  and  directing  the  activities  of  the  Law  Enforcei 
program  in  the  Division  of  Forest  Resources. 

The  employee  provides  guidance  and  expertise  to  the  field  investigators  and  becomes  din 
ii._  xved  with  investigating  the  more  complex  cases.  The  employee  is  responsible  for  approvii 
law  enforcement  appointment  of  all  County  Rangers  and  for  designing  and  conducting  the  train: 
programs  required  to  qualify  the  Rangers  under  the  law  enforcement  provisions  as  recommended 
Criminal  Justice  Training  and  Standards  Council. 

EXAMPLES  OF  DUTIES  PERFORMED 

Supervises  the  investigation  of  violations  and  the  enforcement  of  all  laws  affecting  th< 
vision  of  Forest  Resources;  conducts  investigations  of  the  more  complex  cases;  determines  an< 
signs  priorities  in  investigation  and  balances  the  workloads  of  the  investigators. 

Determines  for  each  case  if  there  is  enough  evidence  of  law  violations  to  pursue  a  courl 
viction;  reviews  reports  regarding  completed  cases  for  completeness  and  adherence  to  standari 

Coordinates  the  statewide  program  for  collection  of  fire  suppression  costs  from  railroa* 

Responsible  for  investigations  of  all  breaking  and  entering,  vandalism,  and  theft  invol 
Forest  Resources'  property  and  equipment. 

Supervises  the  clerical  staff  for  the  Clayton  Forestry  Center  and  establishes  work  prio 

Writes  policy  and  procedure  relating  to  the  forest  law  enforcement  program. 

Performs  inspections  of  field  installations  for  safety  and  adherence  to  OSHA  regulation 
standards. 


RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Knowledge  of  investigative  techniques,  evidence  preservation,  and  court  procedures. 

Considerable  knowledge  of  laws  relating  to  forestry,  theft,  breaking  and  entering,  and  \ 
lism. 

Knowledge  of  fire  behavior,  and  the  geographical  area  to  which  assigned. 

Ability  to  teach  law  enforcement  subjects  and  techniques,  to  interpret  regulations  relat 
to"~safety  and  OSHA,  to  extract  information  from  suspects  by  interviewing  and  questioning  witf 
exceeding  legal  restrictions ,  and  to  supervise  a  statewide  law  enforcement  program. 

Minimum  Education  and  Experience 

Graduation  from  a  four  year  college  or  university  with  a  degree  in  criminology  and  four 
in  law  enforcement  to  include  2  years  in  forest  law  enforcement;  or  graduation  from  a  two  ye« 
technical  school  with  a  degree  in  police  science  and  five  years'  experience  in  law  enforcement 
include  two  years  in  forest  law  enforcement;  or  graduation  from  high  school  and  seven  years' 
perience  in  law  enforcement  to  include  two  years  in  forest  law  enforcement;  or  an  equivalent 
bination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute,  are  subj 
to  and  must  meet  the  applicable  education,  employment,  and  training  standards  as  defined  and 
established  by  the  North  Carolina  Criminal  Justice  Training  Standards  Act  and  administered  th 
the  North  Carolina  Criminal  Justice  Training  and  Standards  Council. 


LAW  ENFORCEMENT  OFFICER  1  5%1 

NATURE  OF  WORK 

Work  of  this  class  involves  the  enforcement  ot  state  lavs  aad  regulations 
relating  to  the  operation  and  sale  of  motor  vehicles > 

Employees  ar*-  engaged  in  the  enforcement  of  state  motor  vehicle  laws 
pertaining  to  registration;  weight,  the  licensing  of  dealers  and  manufacturers: 
theft  investigation.,  liability  insurance  inspections,  and  the  collection  of 
licensing  fees.   Work  is  performed  in  an  assigned  group,  of  counties  under  the 
general  supervision  of  a  district  supervisor,   Work  is  performed  independently 
and  is  reviewed  for  the  effectiveness  of  enforcement  activities  through  dis- 
cussions and  by  observation  of  work  methods  and  analysis  of  written  reports 
describing  the  type  and  disposition  of  violations  and  investigations » 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Conducts  investigations  to  determine  whether  trucking  operations  conform 
to  weight,  registration  and  licensing  requirements;  makes  proper  charges  for 
violations,  receives  penalties  and  license  fees,  makes  arrest  if  necessary, 
and  appears  in  court  on  all  matters  relating  to  the  weights  of  vehicles  and 
cargoes,  the  type  of  commodity  carried  and  the  condition  under  which  it  is 
carried,  and  the  licenses  needed  for  such  operations;  impounds  vehicles 
temporarily  until  assessed  penalty  or  license  fee  is  paid  or  excess  load 
removed  from  the  vehicle- 

Establishes  location  of  temporary  truck  weighing  stations,  varies  loca- 
tions according  to  nature  of  trucking  operations  in  the  area  and  either  in- 
dependently or  with  assistance  from  a  highway  patrolman  spot-checks?  by  use 
of  portable  scales,,  vehicles  for  overload  and  weight  in  excess  of  legal  road 
limits  and  for  possession  of  proper  licenses  based  on  nature  of  trucking 
operations  o 

Makes  field  investigations  to  determine  conditions  and  terms  under  which 
commodities  are  transported  and  whether  a  truck  is  properly  licensed  for  the 
type  of  trucking  activities  engaged  ino 

Receives  assignments  from  departmental  headquarters  concerning  registra- 
tion and  title  applications  which  contain  questionable  motor  numbers  or  in- 
sufficient proof  of  ownership  and  obtains  needed  information  by  inspection 
of  vehicle  concerned  or  questioning  of  applicant* 

Serves  as  advisor  during  annual  motor  vehicle  licensing  period,  explains 
registration  requirements  and  processes  ''for  hire"  vehicle  license  applica- 
tions which  branch  issuing  agencies  are  not  authorized  to  accepts 

Identifies  abandoned  vehicles  and  vehicles  suspected  of  being  stolen  by 
locating  secret  motor  numbers. 

Performs  related  work  as  required, 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

General  knowledge  of  the  provisions  of  North  Carolina  and  other  state 
motor  vehicle  registration,  title,  and  weights  laws, 

General  knowledge  of  methods  used  in  identifying  vehicles  where  motor 
numbers  have  been  altered  or  defaced. 

Ability  to  interpret  and  explain  laws,  regulations,  and  departmental 
regulations  , 

Ability  to  enforce  provisions  of  the  law  with  tact,  firmness,  and  im- 
partiality. 
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Ability  to  present  information  effectively  in  oral  and  written  forme 
Ability  to  make  independent  investigations  and  to  follow  oral  and  written 

instructions. 

Ability  to  maintain  routine  clerical  records  and  to  prepare  reports 

from  these  records « 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  five  years  of  law  enforcement  or  inves- 
tigative experience;  or  an  equivalent  combination  of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ROUGH  DRAFT 
LAW  ENFORCEMENT  OFFICER  II  59&2 


DESCRIPTION  OF  WORK 


This  is  supervisory  work  in  assisting  in  the  enforcement  of  motor  vehicle 
registration  laws  in  an  assigned  area  of  the  state. 

Employees  serve  as  assistant  district  supervisors  in  directing  the  activities 
of  subordinate  law  enforcement  officers  and  vehicle  inspection  personnel  engaged  in 
enforcement  and  investigative  activities  related  to  motor  vehicle  registration 
safety,  theft,  and  other  law  violations.   Duties  include  considerable  contact  with 
other  law  enforcement  personnel,  vehicle  dealers,  commercial  trucking  concerns,  and 
the  general  public  in  explaining,  implementing,  and  enforcing  applicable  motor 
vehicle  laws  and  regulations.  Work  is  guided  by  state  laws  and  regulations  and 
performed  under  the  general  supervision  and  review  of  the  district  supervisor  (Law 
Enforcement  Officer  III). 

EXAMPLES  OF  DUTIES  PERFORMED 

Discusses  district  operations  procedures  with  supervisor  and  recommends 
appropriate  changes  for  more  efficient  utilization  of  personnel  and  equipment; 
as  assigned,  will  assume  administrative  responsibility  or  line  supervision  in 
implementing  such  changes. 

Confers  with  staff  officers  concerning  their  work  assignments,  assists  them 
during  peak  work  periods;  counsels  staff  officers  on  unusual  work  problems  or 
situations;  assumes  responsibility  for  initiating  further  investigative  work  on 
unusual  or  complex  violation  cases. 

Interprets  motor  vehicle  registration  policies  to  automobile  and  heavy  equip- 
ment dealers,  commercial  trucking  concerns,  safety  inspection  stations,  and 
the  general  public;  assists  in  resolving  unusual  problems  concerning  the  inter- 
pretation of  such  rules  and  regulations. 

Investigates  protested  penalties  resulting  from  overloading  or  improper 
licenses;  conducts  preliminary  hearings  and  makes  recommendations  to  supervisor. 

Coordinates  the  investigation  of  suspected  theft  rings  involving  the  identifi- 
cation of  motor  vehicles  by  reproducing  defaced,  altered,  or  changed  motor  numbers. 

Serves  as  an  advisor  during  annual  motor  vehicle  licensing  period,  explains 
registration  requirements  and  processes  for  licensing  various  motor  vehicles  which 
branch  offices  are  not  authorized  to  license. 

Conducts  investigations  of  complaints  relating  to  activities  of  subordinate 
employees;  performs  background  investigations  on  prospective  employees  in  order  to 
determine  character,  ability,  job  fitness,  and  other  qualifications. 

Performs  related  work  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  provisions  of  North  Carolina  and  other  state 
motor  vehicle  registration  and  title  and  weight  laws. 

Considerable  knowledge  of  methods  used  in  identifying  vehicles  where  the 
motor  numbers  have  been  altered  or  defaced. 

Ability  to  interpret  and  explain  laws,  regulations,  and  departmental 
regulations. 
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Ability  to  enforce  provisions  of  the  laws  with  tact,  firmness,  and 
impartiality. 

Ability  to  present  information  effectively  in  oral  or  written  form. 
Ability  to  make  independent  investigations  and  to  follow  oral  and  written 
instructions. 

Ability  to  maintain  routine  clerical  records  and  to  prepare  reports  from 
these. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  two  years  of  experience  in  the  enforcement 
of  motor  vehicle  registration  and  safety  laws  and  regulations;  or  an  equivalent 
combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


Law  Enforcement  Officer  III  5963 

NATURE  OF  WORK 

Work  of  this  class  involves  the  supervision  of  enforcement  activities 
relating  to  the  operation  and  sale  of  motor  vehicles  in  an  assigned  area  of 
the  stater. 

Employees  supervise  subordinate  law  enforcement  officers  and  weighing 
station  personnel  in  an  assigned  group  of  counties  in  the  enforcement  of 
motor  vehicle  laws,  the  operation  of  weighing  stations,  and  investigative 
activities  relating  to  motor  vehicle  thefts  and  other  law  violations 0 
Employees  are  guided  by  state  laws,  rules,  and  regulations »  but  they  are 
required  to  apply  these  laws  independently  and  to  determine  effective 
methods  of  enforcement  and  investigation   Work  is  evaluated  on  the  basis 
of  the  extent  to  which  work  performed  conforms  to  established  standards. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Determines  locations  for  temporary  truck  weighing  stations  and  varies 
locations  according  to  nature  of  trucking  operations  in  the  area,, 

Investigates  protested  penalties  resulting  from  overloading  or  improper 
licenses;  conducts  preliminary  hearings  and  makes  recommendations  to  super- 
visor. 

Investigates  suspected  theft  rings  involving  the  identification  of 
motor  vehicles  by  applying  formula  for  reproduction  of  defaced,  altered, 
or  changed  motor  numbers. 

Makes  field  investigations  to  determine  conditions  and  terms  under 
which  commodities  are  transported  and  whether  a  truck  is  properly  licensed 
for  the  type  of  trucking  activities  engaged  in. 

Receives  assignments  from  departmental  headquarters  concerning  regis- 
tration and  title  applications  which  contain  questionable  motor  numbers  or 
insufficient  proof  of  ownership  and  obtains  needed  information  by  inspec- 
tion of  vehicle  concerned  or  questioning  of  applicant o 

Serves  as  advisor  during  annual  motor  vehicle  licensing  period,  explains 
registration  requirements  and  processes  "for  hire"  vehicle  license  applica- 
tions which  branch  issuing  agencies  are  not  authorized  to  accept*. 

Conducts  investigations  of  complaints  relating  to  activities  of  subor- 
dinate employees o 

Assists  in  investigations  of  prospective  employees  in  order  to  determine 
character,  ability,  job  fitness  and  other  qualifications;  makes  report  of 
findings  and  recommendations  to  division  head* 

Performs  related  work  as  required, 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Considerable  knowledge  of  the  provisions  of  North  Carolina  and  other 
state  motor  vehicle  registration  and  title  and  weight  laws. 

Considerable  knowledge  of  methods  used  in  identifying  vehicles  where 
the  motor  numbers  have  been  altered  or  defaced. 

Ability  to  interpret  and  explain  laws,  regulations,  and  departmental 
regulations. 

Ability  to  enforce  provisions  of  the  law  with  tact,  firmness,  and  im- 
partialityo 

Ability  to  present  information  effectively  in  oral  or  written  fornu 

Ability  to  make  independent  investigations  and  to  follow  oral  and 
written  instructions o 

Ability  to  maintain  routine  clerical  records  and  to  prepare  reports 
from  these  records c 
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ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  two  years  experience  as  a  Law  Enforce- 
ment Officer  L 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


LAW   ENFORCEMENT   DIRECTOR  59d^ 


NATURE  OF  WORK 


Work  of  this  class  involves  administering  a  state-wide  program  of  enforcement  o£ 
laws  and  regulations  relating,  to  the  operation  and  sale  of  motor  vehicles. 

Employee  is  responsible  for  the  development  and  execution  of  a  broad  law  enforceme 
program  relating  to  vehicle  registration,  weight  laws,  licensing  of  dealers  and 
manufacturers,  collection  of  license  fees  and  penalties,  and  automobile  liability 
insurance  laws.   Work  includes  the  development,  evaluation,  and  revision  of  operating 
programs  and  includes  considerable  public  contact  in  interpreting  and  promoting 
established  programs  and  rendering  administrative  decisions.   Supervision  is  exercised 
over  a  large  group  of  subordinate  employees.   Work  is  reviewed  by  the  Commissioner  of 
Motor  Vehicles  through  periodic  conferences,  written  reports,  and  evaluation  of 
accomplished  results.   Work  is  also  subject  to  review  by  public  acceptance  as  to 
efficiency  and  effectiveness  of  the  program. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Directs  the  establishment  and  maintenance  of  permanently  established  weighing 
stations  as  well  as  the  establishment  of  temporary  weighing  stations. 

Directs  the  enforcement  of  North  Carolina  motor  vehicle  registration  laws. 

Presides  at  public  hearings  relating  to  the  interpretation  and  application  of 
specific  statutory  or  departmental  provisions  and  determines  assessments  relating  to 
truck  licensing  requirements  or  load  limitations. 

Directs  the  maintenance  of  stolen  vehicle  records  in  order  to  prevent  registration 
of  stolen  vehicles;  directs  the  maintenance  of  records  on  vehicles  sold  at  auction  and 
related  records. 

Authorizes  the  preparations  of  tax  warrants  against  delinquent  taxpayers  when  it 
is  determined  that  insufficient  fees  have  been  paid. 

Coordinates  the  activities  of  the  License  and  Theft  Division  with  related  units 
within  the  department,  the  Federal  Bureau  of  Investigation,  and  enforcement  divisions 
of  insurance  companies. 

Formulates  new  and  revised  existing  departmental  policies  and  procedures. 

Interviews  and  selects  personnel  for  positions  in  the  License  and  Theft 
Enforcement  Division  subject  to  departmental  approval. 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS  AND  ABILITIES 

Considerable  knowledge  of  North  Carolina  and  other  state  motor  vehicle  registration 
and  title  laws  and  weight  laws. 

Considerable  knowledge  of  applicable  statutory  provisions  and  departmental 
regulations  relating  to  the  specific  activity  for  which  hearings  are  conducted. 

Ability  to  interpret  and  explain  laws,  regulations,  and  departmental  regulations. 

Ability  to  enforce  provisions  of  laws  with  tact,  firmness,  and  impartiality. 

Ability  to  plan,  organize  and  direct  activities  of  the  License  and  Theft  Division. 

Ability  to  present  information  effectively  in  oral  or  written  form. 

Ability  to  establish  and  maintain  effective  working  relationships  with  administrative 
personnel,  subordinate  employees,  and  the  general  public. 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  six  years  experience  as  a  Law  Enforcement  Officer  I 
I  or  II  or  as  the  Law  Enforcement  Assistant  Director. 


! 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work" ,  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


HIGHWAY  PATROL  TROOPER  5971 


DESCRIPTION  OF  WORK 


This  is  work  in  the  enforcement  of  motor  vehicle  laws  on  the  public 
streets  and  highways  in  the  State. 

Employees  patrol  roads  within  an  assigned  district  to  detect  vehicle 
moving  violations  and  to  take  enforcement  action.   Duties  include  assisting 
the  motoring  public  in  emergencies.   Work  may  include  temporary  special 
assignments  in  a  declared  state  of  emergency.   Work  is  performed  under  the 
general  supervision  of  a  line  sergeant,  guided  by  established  highway  patrol 
policies  and  procedures,  and  is  reviewed  through  daily  activity  reports  and 
conferences  with  supervisors. 

EXAMPLES  OF  DUTIES  PERFORMED 

Patrols  an  assigned  route  maintaining  surveillance  for  moving  violations 
and  responding  to  radio  summons  for  enforcement  assignments,  accidents,  and 
motorists  assistance. 

Operates  various  types  of  equipment  for  checking  vehicle  speed. 

Apprehends  vehicle  operators  detected  in  violation  of  the  motor  vehicle 
laws  and  issues  warnings  for  unsafe  driving  activity. 

Investigates  highway  accidents;  writes  reports  of  findings  and  draws 
diagrams  of  the  accident  scene  and  forwards  report  to  the  troop  headquarters. 

Testifies  in  court  as  a  witness  in  traffic  violations  and  criminal 
cases. 

Aids  motorists  who  are  having  mechanical  problems  or  who  need  routing 
directions. 

Directs  traffic  at  large  public  events  and  provides  escort  for  funeral 
processions,  military  convoys,  and  parades. 

Assists  other  law  enforcement  agencies  in  maintaining  order  during  strikes 
and  riots,  apprehending  escaped  convicts  and  maintaining  surveillance  for  stolen 
vehicles. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Ability  to  learn,  interpret  and  impartially  apply  the  applicable 
provisions  of  the  motor  vehicle  laws  of  North  Carolina. 

Ability  to  collect  and  present  information  on  patrol  activities  and 
investigations  in  oral  and  written  form. 

Ability  to  deal  with  authority  but  courteously  with  the  general  public. 

Ability  to  read  calmly  and  quickly  under  emergency  conditions. 

Minimum  Education  and  Experience 

Graduation  from  high  school  or  high  school  equivalency  certificate. 

NECESSARY  SPECIAL  QUALIFICATIONS 

Possession  of  a  valid  North  Carolina  driver's  license. 
Certification  as  a  Law  Enforcement  Officer  under  General  Statutes 
17-A. 
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State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


HIGHWAY  PATROL  TROOPER  (SENIOR)  5972 


DESCRIPTION  OF  WORK 

This  is  work  in  the  enforcement  of  motor  vehicle  laws  on  the  public 
streets  and  highways  in  the  State. 

Employees  patrol  roads  within  an  assigned  district  to  detect  vehicle 
moving  violations  and  take  enforcement  action.   Duties  include  assisting 
the  motoring  public  in  emergencies.   Work  may  include  special  enforcement 
assignments  within  the  district  or  may  include  temporary  assignments  in  a 
declared  state  of  emergency.   Work  is  performed  under  the  general  supervision 
of  the  line  sergeant,  guided  by  established  highway  patrol  policies  and 
procedures,  and  is  reviewed  through  daily  activity  reports  and  conferences 
with  supervisors. 

EXAMPLES  OF  DUTIES  PERFORMED 

Serves  as  the  lead  worker/field  trainer  for  rookie  troopers  during 
initial  on-the-job  training  cycle. 

Performs  work  assignments  in  districts  of  high  enforcement  activity 
and  participates  in  selective  enforcement  programs. 

Patrols  an  assigned  route  maintaining  surveillance  for  moving  violations 
and  responding  to  radio  summons  for  enforcement  assignments,  accidents,  and 
motorists  assistance. 

Operates  various  types  of  equipment  for  checking  vehicle  speed. 

Apprehends  vehicle  operators  detected  in  violation  of  the  motor  vehicle 
laws  and  issues  warnings  for  unsafe  driving  activity. 

Investigates  highway  accidents;  writes  reports  of  findings  and  draws 
diagrams  of  the  accident  scene  and  forwards  report  to  the  troop  headquarters. 

Testifies  in  court  as  a  witness  in  traffic  violations  and  criminal 
cases. 

Aids  motorists  who  are  having  mechanical  problems  or  who  need  routing 
directions. 

Directs  traffic  at  large  public  events  and  provides  escort  for  funeral 
processions,  military  convoys,  and  parades. 

Assists  other  law  enforcement  agencies  in  maintaining  order  during 
strikes  and  riots,  apprehending  escaped  convicts  and  maintaining  surveillance 
for  stolen  vehicles. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Skill  in  the  operation  of  a  patrol  car  under  high  speed  conditions  and 
in  bad  weather  conditions. 

Skill  in  the  use  of  firearms. 

Working  knowledge  of  the  motor  vehicle  laws. 
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Ability  to  collect  and  present  information  on  patrol  activities  and 
investigations  in  oral  and  written  form. 

Ability  to  deal  with  authority  but  courteously  with  the  general  public, 
Ability  to  react  calmly  and  quickly  under  emergency  conditions. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  three  years  of  experience;  or  an 
equivalent  combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATIONS 

Possession  of  a  valid  North  Carolina  driver's  license. 

Certification  as  a  Law  Enforcement  Officer  under  General  Statutes 
17-A. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


HIGHWAY  PATROL  TROOPER  (MASTER)  5973 


DESCRIPTION  OF  WORK 

This  is  work  in  the  enforcement  of  motor  vehicle  laws  on  the  public 
streets  and  highways  in  the  State. 

Employees  patrol  roads  within  an  assigned  district  to  detect  vehicle 
moving  violations  and  take  enforcement  action.   Duties  include  special 
enforcement  assignments  and  field  training  of  basic  school  graduates.   Work 
also  includes  temporary  assignments  in  a  declared  state  of  emergency.   Work 
is  performed  under  the  general  supervision  of  a  line  sergeant  guided  by 
established  highway  patrol  policies  and  procedures,  and  is  reviewed  through 
daily  activity  reports  and  conferences  with  supervisors. 

EXAMPLES  OF  DUTIES  PERFORMED 

Serves  as  the  lead  worker/field  trainer  for  rookie  troopers  during 
initial  on-the-job  training  cycle. 

Performs  work  assignments  in  districts  of  high  enforcement  activity 
and  participates  in  selective  enforcement  programs. 

Patrols  an  assigned  route  maintaining  surveillance  for  moving  violations 
and  responding  to  radio  summons  for  enforcement  assignments,  accidents,  and 
motorists  assistance. 

Operates  various  types  of  equipment  for  checking  vehicle  speed. 

Apprehends  vehicle  operators  detected  in  violation  of  the  motor  vehicle 
laws  and  issues  warnings  for  unsafe  driving  activity. 

Investigates  highway  accidents;  writes  reports  of  findings  and  draws 
diagrams  of  the  accident  scene  and  forwards  report  to  the  troop  headquarters. 

Testifies  in  court  as  a  witness  in  traffic  violations  and  criminal 
cases. 

Aids  motorists  who  are  having  mechanical  problems  or  who  need  routing 
directions. 

Directs  traffic  at  large  public  events  and  provides  escort  for  funeral 
processions,  military  convoys,  and  parades. 

Assists  other  law  enforcement  agencies  in  maintaining  order  during 
strikes  and  riots,  apprehending  escaped  convicts  and  maintaining  surveillance 
for  stolen  vehicles. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Skill  in  the  operation  of  a  patrol  car  under  high  speed  conditions  and 
in  bad  weather  conditions. 

Skill  in  the  use  of  firearms. 

Working  knowledge  of  the  motor  vehicle  laws. 

Ability  to  collect  and  present  information  on  patrol  activities  and 
investigations  in  oral  and  written  form. 

Ability  to  deal  with  authority  but  courteously  with  the  general  public. 

Ability  to  react  calmly  and  quickly  under  emergency  conditions. 
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/ 
Minimum  Education  and  Experience 

Graduation  from  high  school  and  three  years  of  experience;  or  an  equivalent 
combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATIONS 

Possession  of  a  valid  North  Carolina  driver's  license. 

Certification  as  a  Law  Enforcement  Officer  under  General  Statutes 
17-A. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

*  PREPARED  BY 

OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


HIGHWAY  PATROL  SERGEANT  5975 

NATURE  OF  WORK 

This  is  supervisory  work  assisting  in  directing  highway  patrol  activi- 
ties in  an  assigned  district  of  the  state. 

Employees  assist  in  supervising  a  district  highway  patrol  station  with 
responsibility  for  the  conduct  of  an  assigned  group  of  highway  patrolmen.-. 
usually  eight  in  number 9  engaged  Ln  the  enforcement  of  motor  vehicle  laws, 
They  are  responsible  for  the  receipt  of  regular  and  special  orders  and  their 
interpretation  to  subordinate  personnel  in  order  to  insure  uniform  appli- 
cation of  departmental  policies  and  practices  »      Work  includes  the  making  of 
frequent  inspections  and  evaluations  of  work  performed  by  subordinate  troop- 
ers  and  other  employees..   Work  is  performed  under  general  supervision  and 
is  reviewed  by  inspections  and  through  oral  and  written  reports  to  superiors/. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 


Executes  orders  emanating  from  patrols  troop,  and  district  headquarters * 
Supervises  and  evaluates  assigned  police  traffic  supervision  activities ; 

serves  as  a  staff  member  to  district  commander;  studies  and  reports  high 

accident  locations  and  traffic  conditions^  assists  with  planning  and  eval= 

uating  accident  prevention  programs o 

Serves  as  acting  district  commander  when  delegated  this  responsibility 

in  the  absence  of  the  district  commander D 

Assumes  delegated  disciplinary  responsibilities  5  records  and  reports 

infractions  of  rules  and  regulations  of  patrol  policies  and  procedures; 

counsels  troopers  as  appropriate  and  assists  in  enforcement  and  investigative 

procedures;  trains  new  troopers  in  the  field;  regularly  inspects  and  initials 

troopers'  field  reports;  interprets  patrol  policies  and  procedures  and  is 

responsible  for  trooper  compliance;  frequently  inspects  troopers'  equipment 

and  personal  appearance „ 

Conducts  special  investigations  only  when  delegated  responsibility 0 
Enforces  traffic  laws  and  renders  assistance  to  the  motoring  publico 
Serves  as  squad  leader  of  an  eight  man  highway  patrol  riot  squad  and 

directs  their  activities  in  assigned  riot  and  crowd  control  situationso 

Investigates  accidents;  serves  as  of f icer= in~charge  at  large  concern 

trations  of  traffic;  takes  appropriate  action  concerning  unsafe  highway 

conditions « 

Performs  related  work  as  required  ■> 

KNOWLEDGES „  SKILLS,  AND  ABILITIES 

Considerable  knowledge  of  highway  patrol  methods  and  procedures , 

Considerable  knowledge  of  first-aid  principles  and  techniques e 

Skill  in  the  use  of  firearms*. 

Skill  in  the  use  of  crowd  control  techniques,  procedures,  and  equipment-, 

Ability  to  interpret  and  apply  pertinent  provisions  of  motor  vehicle 

laws  as  well  as  oral  and  written  instructions e 

Ability  to  instruct  subordinates  in  departmental  rules  and  regulations, 
Ability  to  gather  and  organize  material  and  to  present  such  information 

orally  or  in  writing.-, 

Ability  to  prepare  routine  reports  of  activities  engaged  in  and  accidents 

investigated-. 

Ability  to  establish  and  maintain  effective  working  relationships  with 

the  public, 
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Ability  to  react  quickly  and  calmly  in  emergency  situations. 
Physical  strength  sufficient  to  withstand  long  hours  of  continuous 
duty. 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  three  years  experience  as  a  highway 
patrolman;  or  an  equivalent  combination  of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council . 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


HIGHWAY  PATROL  FIRST  SERGEANT  NC    5977 

OSP   3/68 


DESCRIPTION  OF  WORK 


This  is  supervisory  work  in  directing  highway  patrol  activities  in  an  assigned 
I  district  of  the  State. 

Employees  supervise  a  district  highway  patrol  station  with  responsibility  for 
I  planning,  assigning,  and  reviewing  the  work  of  subordinate  patrol  sergeants  and 
I  troopers  engaged  in  the  enforcement  of  motor  vehicle  laws.   Employees  are  expected 

to  apply  patrol  policies  in  carrying  out  recurring  patrol  functions  in  accordance 
I  with  general  orders  issued  by  a  troop  commander.   Work  includes  the  making  of  frequent 
|  inspections  and  evaluations  of  work  performed  by  subordinate  officers.   Work  is 
|  performed  independently  and  is  reviewed  by  inspection  and  through  oral  and  written 


I  reports  to  superiors. 

EXAMPLES  OF  DUTIES  PERFORMED 

Executes  orders  emanating  from  patrol  and  troop  headquarters. 

Develops  and  implements  traffic  control  plans  and  district  training  programs. 

Superintends  the  conduct  of  assigned  personnel  and  assumes  disciplinary 
responsibilities;  evaluates  personnel  performance;  conducts  inspections  of  assigned 
personnel,  equipment,  and  facilities;  prepares  work  schedules. 

Conducts  research,  analyzes  data,  and  plans  and  implements  selective  enforcement 
activities  based  on  traffic  accident  statistics;  plans  and  conducts  conference!   :> 
discuss  patrol  policies  and  procedures  and  to  project  accident  prevention  plans; 
constantly  studies  high  accident  locations  and  seeks  cooperation  of  highway  engineers, 
educational  groups,  and  local  law  enforcement  agencies  in  an  effort  to  take  corrective 
action. 

Assumes  command  of  an  assigned  number  of  highway  patrol  riot  squads  and  provides 
for  their  direction  and  protection  during  crowd  control  situations. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  highway  patrol  methods  and  procedures. 

Considerable  knowledge  of  first-aid  principles  and  practices. 

Skill  in  the  use  of  firearms. 

Skill  in  the  use  of  crowd  control  techniques,  procedures,  and  equipment. 

Ability  to  plan,  organize,  direct,  and  review  the  work  of  subordinate  personnel. 

Ability  to  maintain  effective  working  relationships  between  patrol  employees, 
other  law  enforcement  agencies,  and  the  general  public  through  contact  and  cooperation 
with  these  groups. 

Ability  to  interpret  and  apply  pertinent  provisions  of  motor  vehicle  laws  and 
the  criminal  code. 

Ability  to  gather,  organize,  interpret,  and  present  information  orally  or  in 
writing. 

Ability  to  react  quickly  and  calmly  in  emergency  situations. 

Ability  to  maintain  routine  clerical  records  and  to  prepare  reports  ■rom  these 
records . 

Physical  strength  sufficient  to  withstand  long  hours  of  continuous  duty. 

Minimum  Education  and  Experience 

Graduation  from  high  school,  preferably  supplemented  by  formal  training  in 
modern  police  methods,  and  four  years  of  experience  in  highway  patrol  or  safety  work; 
or  an  equivalent  combination  of  education  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


HIGHWAY  PATROL  LIEUTENANT  5982 

NATURE  OF  WORK 

This  is  supervisory  work  assisting  in  directing  highway  patrol  activities 
in  an  assigned  area  of  the  state* 

Employees  serve  as  troop  executive  officers  with  responsibility  for 
assisting  a  troop  commander  in  planning,  organizing,  and  directing  the  activ- 
ities of  highway  patrol  personnel  in  one  of  the  troop  areas*  Assignments 
require  the  exercise  of  considerable  judgment  and  discretion  and  the  use  of 
considerable  knowledge  acquired  from  previous  highway  patrol  experience. 
Work  is  performed  under  the  general  supervision  of  and  is  evaluated  by  a 
troop  commander  through  a  review  of  written  and  oral  reports  and  through 
frequent  conferences. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Reviews  daily  accident  and  activity  reports  submitted  by  patrolmen  in 
a  troop  to  determine  if  areas  are  adequately  patrolled;  makes  surveys  of 
traffic  conditions;  re-assigns  or  recommends  the  reassignment  of  personnel 
within  the  troop  area  to  secure  better  enforcement  of  motor  vehicle  laws. 

Receives  special  assignments  relating  to  law  enforcement  problems  in 
a  troop  area,  discusses  them  with  non-commissioned  officers,  and  explains 
their  purpose  and  how  they  will  be  carried  out. 

Rides  with  a  district  sergeant  over  assigned  routes;  observes  patrol 
personnel  for  adherence  to  standards  of  conduct  and  the  effective  execution 
of  patrol  policies;  discusses  law  enforcement  problems  with  these  supervisors 
and  instructs  them  in  correct  patrol  procedures. 

Inspects  equipment  used  by  individual  patrolmen  and  by  the  organization 
as  a  group  to  ascertain  that  it  is  properly  maintained  and  fully  usable  at 
all  times. 

Reads  and  answers  correspondence  directed  to  a  troop  commander;  directs 
the  preparation  of  consolidated  accident,  arrest,  and  other  reports;  main- 
tains necessary  office  records. 

Reviews  the  work  of  clerical,  radio,  and  maintenance  personnel  of  a 
troop  for  conformance  to  administrative  standards  established  by  the  patrol. 

On  assignment  by  a  troop  commander,  investigates  complaints  made  against 
the  activities  of  patrol  personnel,  reports  findings  to  troop  commander,  and 
recommends  necessary  action  to  be  taken. 

Devises  and  installs  a  stock  record  system  at  a  garage  or  radio  station; 
reviews  work  orders  and  requisitions  for  kind  and  amount  of  expenditure  to 
insure  that  they  are  in  accordance  with  patrol  policy. 

Assumes  command  of  a  troop  in  the  absence  of  the  troop  commander  or  in 
the  event  of  an  emergency. 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Considerable  knowledge  of  highway  patrol  methods  and  procedures. 

Considerable  knowledge  of  first  aid  principles  and  practices. 

Skill  in  the  use  of  firearms. 

Skill  in  the  use  of  crowd  control  techniques,  procedures,  and  equipment. 

Ability  to  plan,  organize,  direct,  and  review  the  work  of  subordinate 
personnel. 

Ability  to  maintain  effective  working  relationships  between  patrol 
employees,  other  law  enforcement  agencies,  and  the  general  public  through 
contact  and  cooperation  with  these  groups. 
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Ability  to  interpret  and  apply  pertinent  provisions  of  motor  vehicle 
laws  and  the  criminal  code. 

Ability  to  gather,  organize,  interpret,  and  present  information  orally 
or  in  writing. 

Ability  to  react  quickly  and  calmly  in  emergency  situations » 

Ability  to  maintain  routine  clerical  records  and  to  prepare  reports 
from  these  records. 

Physical  strength  sufficient  to  withstand  long  hours  of  continuous 
duty, 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school,  preferably  supplemented  by  formal  training 
in  modern  police  methods,  and  six  years  experience  in  highway  patrol  or 
public  safety  work  including  one  year  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 
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HIGHWAY  PATROL  MAJOR 


NATURE  OF  WORK 


This  is  administrative  work  in  directing  a  principal  line  or  staff 
function  of  the  state  highway  patrol. 

Employees  are  responsible  for  the  effective  enforcement  of  North  Caro- 
lina motor  vehicle  operation  laws;  the  planning,  organization,  and  admin- 
istration of  a  statewide  program  of  highway  safety  activities  by  members  of 
the  patrol  personally  in  their  work,  and  by  using  uniformed  patrolmen  and 
other  personnel  of  the  patrol  in  contacts  with  public,  individually,  and 
through  organizations  in  highway  safety  activities;  and  obtaining  adequate 
equipment  and  supplies,  communication  facilities  and  transportation.  Work 
also  involves  molding  public  opinion  through  contact  with  civic  clubs  and 
cooperation  with  local  traffic  safety  councils  and  public  schools.  Work  is 
performed  with  considerable  independence  under  the  administrative  direction 
of  the  highway  patrol  colonel  and  is  evaluated  through  conferences,  written 
reports,  and  from  complaints  and  commendations  of  the  public  regarding  the 
effectiveness  of  the  patrol's  work. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Organizes  and  supervises  the  enforcement  of  North  Carolina  motor 
vehicle  operation  laws;  prepares  and  transmits  orders  of  highway  patrol 
commander;  receives  reports  from  troop  commanders  and  relays  to  patrol 
commander,  establishes  and  supervises  training  schools  for  highway  patrol- 
men. 

Organizes  and  supervises  the  activity  of  all  uniformed  and  civilian 
members  of  the  patrol  to  establish  a  better  safety  record  in  their  personal 
work;  supervises  the  patrolmen  and  other  personnel  in  formulating  and 
carrying  on  a  safety  program  by  soliciting  the  assistance  of  and  working 
with  individuals  and  organizations;  supervises  conferences  throughout  the 
state  in  coordinating  and  safety  activities  of  all  law  enforcement  officers 
of  the  state. 

Directs  and  coordinates  patrol  activities  during  riot  and  crowd  control 
situations. 

Requisitions  and  purchases  vehicle  equipment,  parts,  fuel  and  accessories 
involving  approval  of  bills  for  payment;  coordinates  activities  of  communi- 
cations and  mechanical  operations  with  other  activities  of  the  division; 
surveys  proposed  building  sites,  formulates  plans  for  acquiring  property  and 
construction  of  buildings;  makes  special  investigations  as  requested  by  the 
patrol  commander  or  departmental  officials;  prepares  and  processes  tort  claims 
and  compensation  cases  before  the  Industrial  Commission. 

Receives  and  investigates  complaints  concerning  the  personal  or  official 
conduct  of  subordinate  personnel;  makes  reports  and  recommends  action  to  the 
patrol  commander. 

Reviews  and  approves  expense  statements  for  subordinate  employees. 

Requisitions  supplies,  equipment,  and  uniforms  and  approves  bids  for 
payment;  maintains  appropriate  records. 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Thorough  knowledge  of  the  provisions  of  the  North  Carolina  Motor  Vehicle 
Act. 
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Thorough  knowledge  of  established  policies,  procedures,  rules,  and 
regulations  pertaining  to  the  Department  of  Motor  Vehicles  and  Highway 
Patrol. 

Considerable  knowledge  of  North  Carolina  and  other  states  motor 
vehicle  registration  and  title  laws. 

Ability  to  interpret  and  explain  laws,  regulations,  and  departmental 
regulations. 

Ability  to  enforce  provisions  of  laws  with  tact,  firmness,  and 
impartiality. 

Ability  to  plan,  organize,  and  direct  activities  relating  to  division 
assignment. 

Ability  to  present  information  effectively  in  oral  and  written  form. 

Ability  to  establish  and  maintain  effective  working  relationships 
with  administrative  personnel,  subordinate  employees,  and  the  general 
public. 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school,  preferably  supplemented  by  formal  training 
in  modern  police  methods,  procedures,  administration,  and  scientific  methods 
of  crime  detection  and  prevention,  and  eight  years  experience  in  highway 
patrol  or  public  safety  work  including  three  years  of  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


HIGHWAY  PATROL  CAPTAIN  5983 

NATURE  OF  WORK 

This  is  administrative  work  in  directing  highway  patrol  activities  in 
an  assigned  area  of  the  state. 

Employees  serve  as  troop  commanders  with  responsibility  for  planning, 
organizing,  and  reviewing  the  work  of  patrol  personnel  in  one  of  the  major 
troop  areas  of  the  state ■,      Employees  act  with  considerable  independence 
except  in  those  cases  which  require  change  in  policies  and  procedures  and 
maintain  good  working  relationships  with  the  public  and  other  law  enforce- 
ment agencies.   Work  is  performed  independently  under  the  administrative 
supervision  of  the  patrol  commander  through  a  review  of  activity  reports, 
personal  observation  of  law  enforcement  activity,  and  acceptance  by  the 
public  within  the  troop  area. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Formulates  policies,  in  conference  with  the  patrol  commander,  for 
administration  of  a  troop  area;  determines  work  assignments;  and  devises 
specific  work  methods  which  best  accomplish  patrol  objectives. 

Coordinates  troop  activities  with  the  work  of  other  troops. 

Assumes  command  of  riot  and  crowd  control  activities  within  his 
assigned  troop  and  coordinates  functions  with  other  official  agencies; 
serves  as  liaison  officer  and  reports  developments  in  riotious  situations 
through  channels  to  the  Governor's  Office. 

Devises  training  programs  for  new  personnel  after  their  assignment  to 
the  troop . 

Reviews  the  work  of  patrol  personnel  for  quality  of  performance  and 
adherence  to  instructions  through  analysis  of  written  reports,  frequent 
discussions  with  non-commissioned  officers,  and  personal  observation  in 
the  field. 

Discusses  law  enforcement  problems  with  non-commissioned  officers  and 
instructs  them  in  new  patrol  techniques  or  changes  in  policies. 

Discusses  and  makes  recommendations  concerning  the  adequate  receipt 
of  radio  messages  and  the  satisfactory  repair  and  maintenance  of  patrol 
vehicles  > 

Investigates  charges  brought  against  members  of  the  patrol,  determines 
their  validity,  and  takes  necessary  disciplinary  action,  including  suspen- 
sion from  the  patrol. 

Confers  with  local  law  enforcement  officers  and  public  officials  to 
obtain  their  recommendations  for  improving  patrol  activities  in  the  area. 

Speaks  to  civic,  social,  and  other  groups  on  patrol  activities  and 
highway  safety. 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Thorough  knowledge  of  highway  patrol  methods  and  procedures. 

Considerable  knowledge  of  first  aid  principles  and  practices. 

Skill  in  the  use  of  firearms. 

Skill  in  the  use  of  riot  and  crowd  control  techniques,  procedures,  and 
equipment.  v*_ 

Ability  to  plan,  organize,  direct,  and  review  the  work  of  subordinate 
personnel. 
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Ability  to  maintain  effective  working  relationships  between  patrol 
employees,  other  law  enforcement  agencies,  and  the  general  public  through 
contact  and  cooperation  with  these  groups. 

Ability  to  interpret  and  apply  pertinent  provisions  of  motor  vehicle 
laws  and  the  criminal  code. 

Ability  to  gather,  organize,  interpret,  and  present  information  orally 
or  in  writing. 

Ability  to  react  quickly  and  calmly  in  emergency  situations. 

Ability  to  maintain  routine  clerical  records  and  to  prepare  reports 
from  these  records. 

Physical  strength  sufficient  to  withstand  long  hours  of  continuous 
duty. 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school,  preferably  supplemented  by  formal  training 
in  modern  police  methods,  procedures,  administration,  and  scientific  methods 
of  crime  detection  and  prevention  and  six  years  experience  in  highway  patrol 
including  two  years  of  supervisory  experience;  or  an  equivalent  combination 
of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


HIGHWAY  PATROL  COLONEL  5939 

NATURE  OF  WORK 

This  is  administrative  work  in  directing  the  state  highway  patrol- 
Employee  ls  responsible  for  thu  effective  organization  and  adminis- 
tration of  all  highway  patio*  activities  throughout  the.  state   Work 
requires  close  familiarity  with  all  phases  of  the  highway  safety  program 
and  involves  responsibility  for  the  enforcement  of  state  motor  vehicle 
laws,  the  protection  of  persons  and  property,,  and  the  maintenance  of  public 
order.   All  highway  patrol  personnel  are  subject  to  orders  and  directives  of 
this  employee  either  directly  or  through  subordinate  supervisory  personnel. 
Work  is  performed  with  considerable  independence  within  the  framework  of 
policies  established  by  the  Commissioner  of  Motor  Vehicles  and  controlling 
legislation-.   Supervision  is  received  from  the  Commissioner  of  Motor  Vehicles 
with  whom  the  employee  confers  on  unusual  problems  and  who  reviews  work 
through  observation  of  results  and  evaluation  of  reports  submitted* 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Regulates  the  assignments  of  officers,  non-commissioned  officers,  and 
patrolmen  of  the  highway  patrol  throughout  the  state* 

Observes  and  evaluates  the  work  of  highway  patrol  personnel  and  recom- 
mends training,  discipline*  or  other  measures  as  needed* 

Through  consultation  with  the  Commissioner  of  Motor  Vehicles,  estab- 
lishes and  controls  organization  and  policies  of  the  highway  patrol* 

Advises  the  Commissioner  of  Motor  Vehicles  with  respect  to  laws  and 
regulations  affecting  traffic  safety- 

Maintains  continuous  consultation  with  other  units  of  the  Department 
of  Motor  Vehicles  with  respect  to  such  matters  as  training  needs,  records, 
equipment,  and  the  like* 

Interprets  laws,  rules*  regulations,  and  policies  to  subordinates  and 
to  the  general  public* 

Represents  the  department  in  important  public  and  official  contacts, 
such  as  appearing  at  meetings,  appearing  before  legislative  committees  and 
groups?  dealing  with  law  enforcement  officials  from  other  states  and  within 
the  State  of  North  Carolina, 

Performs  related  work  as  required* 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Thorough  knowledge  of  the  provisions  of  the  North  Carolina  Motor  Vehicle 
Act. 

Thorough  knowledge  of  established  policies,  procedures,  rules,  and  regu™ 
lations  pertaining  to  the  Department  of  Motor  Vehicles  and  the  Highway  Patrol. 

Considerable  knowledge  of  North  Carolina  and  other  state  motor  vehicle 
registration  and  title  laws. 

Ability  to  interpret  and  explain  laws,  rules,  and  departmental  regu- 
lations e 

Ability  to  enforce,  provisions  of  laws  with  tact,  firmness  and  impartiality. 

Ability  to  present  information  effectively  in  oral  and  written  form* 

Ability  to  establish  and  maintain  effective  working  relationships  with 
administrative  personnel,  subordinate  employees,  and  the  general  public. 
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ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  supplemented  by  training  in  modern  police 
methods,  procedures,  administration,  and  scientific  methods  of  crime  detection 
and  prevention  and  extensive  experience  of  a  responsible  nature  in  police 
work,  including  considerable  experience  in  an  administrative  capacity;  or  an 
equivalent  combination  of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


PROPERTY  GUARD 


6001 


NATURE  OF  WORK 

Employees  in  this  class  protect  state  property  against  damage  and  theft 
by  making  periodic  rounds  of  assigned  areas  to  determine  if  equipment s  buildings 
and  grounds  are  safe  from  fire,  thieverys  and  similar  haaardso  Additional  work 
assignments  may  include  operation  of  a  small  heating  plant  and  routine  cleaning 
duties0 

General  work  assignments  are  performed  according  to  an  established  routine, 
Irregular  circumstances  are  reported  immediately  to  the  proper  authority  if  a 
perliminary  investigation  Appears  to  warrant  such  action^  Prompt  and  thorough 
performance  of  duties  is  evaluated  by  a  supervisor  through  examination  of  time 
clock  records  and  observation  of  the  extent  to  wbich  property  is  actually  pro- 
tectedo 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Makes  hourly  rounds  of  an  assigned  areas  punching  a  watchman1 s  clock  at 
designated  stations 

Maintains  an  alertness  and  notifies  proper  authorities  of  all  indications 
of  trespassing t  fires  or  other  emergency ° 

Builds  fire  in  furnace  and  stokes  with  fuels  maintaining  a  desired  temper- 
ature throughout  the  buildings  which  the  heating  unit  serves° 

Sweeps  and  mops  floors?  dusts  and  straighten?  desks  and  furniture£:  -*nd 
cleans  rest  rooms o 

Performs  related  work  as  requiredo 

KNOWLEDGES,  SKIILS.  AND  ABILITIES 

Some  knowledge  of  the  uses  of  basic  fire  fighting  equipmento 
Some  knowledge  of  methods  of  firing  furnaces* 

Ability  to  observe  and  detect  anything  out  of  the  ordinary  which  might 
result  in  damage  to  state  property* 

Abiiity  to  remain  awake  and  alert  during  normal  sleeping  hourso 
Ability  to  act  quickly  and  intelligently  in  the  event  of  emergency n 
Ability  to  carry  out,  effectively  oral  and  written  instructionso 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Completion  of  grammar  school  and  one  year  of  experience  in  work  related  to 
the  protection  of  propertyc 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training 
standards  as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Stan- 
dards Act  and  administered  through  the  N.C.  Criminal  Justice  Training  and  Stan- 
dards Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


2AC  8G  .0905  SECURITY  GUARD  NC  60Q4 

Revised  11/76 
)ESCRIPTI0N  OF  WORK 


This  is  protective,  security,  and  public  contact  work  in  the  operation  of  a  State 
acility  containing  irreplaceable,  cultural  properties  of  high  value,  or,  protective, 
security  and  public  contact  work  in  the  operation  of  a  health  care  facility  or  other  in- 
stitution. 

Work  in  the  class  involves  the  responsibility  for  patrolling  facilities  for  the 
mrpose  of  protecting  life  and  property  against  fire,  damage,  and  theft.   Employee  also 
jrovides  general  information  to  individual  and  group  visitors  and  is  responsible  for  their 
safety  and  comfort  during  such  visits.   Positions  in  this  class  operate  within  specified 
rules  and  regulations  and  receive  their  work  assignments  from  the  head  guard  or  other 
supervisor. 

EXAMPLES  OF  DUTIES  PERFORMED 


Patrols  specified  areas  and  observes  public  in  guarding  museum  or  facility  property 
against  fire,  theft,  or  improper  conduct  by  visitors.   Assists  security  officer  in  per- 
forming routine  door  lock  and  alarm  checks. 

Checks  location  and  use  of  emergency  alarms  and  equipment,  and  the  procedures  to 
follow  in  case  of  fire  or  disorder. 

Assists  museum  officials  in  the  moving  of  art  objects  to  different  locations  in  the 
nuseum. 

Keeps  a  daily  record  of  temperature  and  humidity  in  assigned  areas  and  gives  reports 
to  head  guard. 

Counts  and  reports  all  art  objects  in  his  area  of  patrol  and  reports  any  obvious 
damage  or  potentially  dangerous  condition. 

Directs  visitors  to  particular  exhibits  and  provides  information  of  a  non- technical 
nature. 

Checks  lights  and  temperature  to  maintain  specified  conditions,  and  reports  all  minor 
repair  needs  to  maintain  authority. 

Directs  traffic  control  and  patient  assistance  (particularly  non- ambulatory)  at  and 
[around  the  emergency  room. 

Aids  in  the  enforcement  of  the  health  care  facilities  rules  and  regulations  as  they 
would  apply  to  visitors. 

Releases  bodies  from  the  morgue  (after  hours). 

Provides  after  hour  access  to  the  storeroom. 

Aids  Security  Guards  in  duties  that  do  not  require  a  certified  law  enforcement  of- 
ficer. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

General  knowledge  of  and  restricted  participation  in  the  health  care  facilities  pro- 
grams such  as  accepting  patient  valuables  for  safe  keeping. 

Working  knowledge  of  the  standard  safety  and  security  practices  and  equipment  common 
to  a  public  museum  or  health  care  facility. 

Working  knowledge  of  standard  methods  of  reporting  and  handling  emergencies  such  as 
disturbances  and  fires. 

Some  knowledge  of  the  value  of  the  material  to  be  guarded. 

Ability  to  meet  and  deal  with  the  public  tactfully,  courteously,  and  effectively. 

Ability  to  follow  oral  and  written  instructions. 

I     Minimum  Education  and  Experience 
Completion  of  tenth  grade. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ASSISTANT  HEAD  MUSEUM  GUARD  NC    6006 

OSP  Rev.  1/76 


DESCRIPTION  OF  WORK 

An  employee  in  this  class  performs  supervisory  work  in  charge  of  the  museum 
protective  and  custodial  force  in  the  absence  of  the  Head  Guard.   Work  also  includes 
the  responsibility  for  minor  maintenance  repair  and  regular  guard  duties  in  an 
assigned  area  of  the  museum. 

Regular  work  assignments  are  received  from  the  Head  Museum  Guard,  however,  in  the 
absence  of  the  Head  Guard,  employee  receives  supervision  from  an  administrative  super- 
visor.  Employee  performs  roving  security  duties  over  an  assigned  area  and  assists 
the  stationary  guards  during  crowded  exhibitions.   Work  is  reviewed  by  an  immediate 
supervisor  for  conformity  to  established  museum  protective  and  custodial  practices* 

EXAMPLES  OF  DUTIES  PERFORMED 

Serves  as  a  roving  guard  in  assigned  floor  spaces,  and  may  assign  the  work  of 
stationary  guard. 

If  patrols  specified  area,  observes  public  in  guarding  museum  property  against 
fire,  theft,  and  improper  handling  by  visitors. 

Responsible  for  minor  maintenance  repair  and  reports  all  major  discrepancies 
to  head  guard  or  administrative  supervisor. 

On  call  in  supervisory  capacity  when  museum  is  opened  for  special  occasions 
after  regular  operating  hours. 

Assumes  responsibility  for  museum  guard  force  in  absence  of  head  guard. 

Assists  visitors  as  they  tour  the  museum. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Working  knowledge  of  the  standard  methods  of  reporting  disturbances  and  fires. 
Working  knowledge  of  the  standard  practices  common  to  protective  and  custodial 
dutes. 

Ability  to  supervise  museum  guard  force. 

Ability  to  give  clear  and  concise  oral  or  written  orders. 

Minimum  Education  and  Experience 

Completion  of  tenth  grade  and  one  year  of  experience  in  police,  guard  or 
institutional  security  work;  or  an  equivalent  combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


PUBLIC  SAFETY  OFFICER  6012 


DESCRIPTION  OF  WORK 

This  is  work  in  fire  protection}  law  enforcement ,  and  security  for  the  community 
of  Butner. 

Employees  patrol  state  institutions,  residential,  commercial,  and  industrial 
developments  within  the  unincorporated  town  limits  of  Butner  to  protect  persons  and 
property  from  fire,  theft,  trespass,  and  other  hazards.   Work  includes  dual  respon- 
sibilities for  enforcing  laws  and  fire  protection,  including  combating,  extinguishing, 
and  preventing  fires.   Work  is  performed  under  the  supervision  of  a  higher  level  public 
safety  officer  and  evaluated  through  inspections,  observations,  and  written  reports 
of  incidents  investigated. 

EXAMPLES  OF  DUTIES  PERFORMED 

Patrols  properties  along  an  assigned  route  to  enforce  the  law  and  observe  for 
hazards  of  fire  and  unsafe  conditions. 

Investigates  complaints  and  violations  of  the  law  to  determine  the  causes,  to 
identify  witnesses,  and  to  preserve  evidence. 

Investigates  automobile  accidents,  clears  the  road  of  vehicles  and  keeps 
traffic  moving,  safeguards  daiaaged  property,  gives  first-aid  to  injured  persons, 
investigates  conditions  and  causes,  and  completes  official  report  forms  for  the 
Department  of  Motor  Vehicles. 

Testifies  in  court  in  traffic  violation  and  criminal  cases. 

Inspects  buildings  for  fire  hazards,  efficiency  of  fire  protection  equipment, 
adequacy  of  fire  escapes  and  units,  and  general  compliance  with  fire  prevention 
regulations. 

Responds  to  fire  alarms  and  drives  pump  and  ladder  truck. 

Participates  in  preparing  equipment  to  be  used  in  combating  and  extinguishing 
the  firej  uses  hoses,  nozzles,  ladders,  bars,  hooks,  lines,  pumps,  chemical  extin- 
guishers and  other  fire  apparatus  to  combat  and  extinguish  the  fire. 

Participates  in  fire  drills  and  attends  classes  in  fire  fighting,  first-aid, 
and  police  sciences. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

General  knowledge  of  the  methods,  procedures,  and  practices  used  in  the  inves- 
tigation and  interrogation  of  complaints  and  alleged  violations. 

General  knowledge  of  first-aid  principles  and  techniques. 

Working  knowledge  and  skill  in  the  use  of  fire  fighting  equipment. 

Working  knowledge  and  skill  in  the  use  of  firearms. 

Ability  to  act  quickly  and  intelligently  in  emergency  situations. 

Ability  to  effectively  carry  out  oral  and  written  instructions. 

Ability  to  deal  firmly  but  courteously  with  the  general  public. 

Ability  to  prepare  routine  reports  of  activities  engaged  in  and  incidents 
investigated. 

Ability  to  apply  North  Carolina  laws  in  investigations. 

Physical  strength  and  agility  to  perform  active  duties  of  fire  fighting  and 
to  withstand  long  hours  of  continous  duty. 
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Minimum  Education  and  Experience 
Graduation  from  high  school. 
NECESSARY  SPECIAL  QUALIFICATION 

Certification  as  a  Law  Enforcement  Officer  in  accordance  with  the  Provisions  of 
the  North  Carolina  Criminal  Justice  Training  and  Standards  Council. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards  as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


PUBLIC  SAFETY  OFFICER  SUPERVISOR  6014 


DESCRIPTION  OF  WORK 

This  is  supervisory  work  in  providing  fire  protection,  law  enforcement,  and 
security  for  the  community  of  Butner. 

Employees  supervise  shift  personnel  engaged  in  the  patrol  of  state  institu- 
tions, residential,  commercial,  and  industrial  properties  within  the  unincorporated 
town  of  Butner  to  enforce  laws  and  provide  services  relative  to  protection.   "Work 
also  includes  supervising  a  fire  fighting  team  when  responding  to  calls.   Work  is 
performed  under  the  general  supervision  of  an  assistant  chief  and  is  reviewed  through 
conferences  and  written  reports® 

EXAMPLES  OF  DUTIES  PERFORMED 

Leads  investigations  of  complaints,  alleged  violations  of  the  law,  fire 
hazards,  and  other  unusual  incidents  or  emergencies. 

Enforces  state  laws  and  local  ordinances  relative  to  personal  welfare  and 
property  protection. 

Prepares  reports  of  incidents  investigated  and  reviews  reports  prepared  by 
subordinate  personnel. 

Makes  periodic  inspections  of  properties  to  determine  fire  hazards  and 
suggests  corrective  measures. 

Administers  first-aid  to  victims  of  accidents  and  fires. 

Supervises  the  preparation  of  equipment  to  be  used  in  combating  and  extinguish- 
ing fires;  uses  hoses,  nozzles,  ladders,  bars^  hooks,  pumps,  lines,  chemical  extin- 
guishers, and  other  auxiliary  fire  apparatus  to  combat  and  extinguish  the  fire. 

Supervises  fire  drills  and  participstes  in  conducting  classes  in  fire  fightingj 
first-aid,  and  police  sciences. 

Performs  related  duties  as  required, 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

General  knowledge  of  the  methods,  procedu.ress  and  practices  used  in  inves- 
tigating complaints  and  alleged  violations  of  the  law. 

General  knowledge  of  first-aid  principles  and  techniques. 

General  knowledge  and  skill  in  the  use  of  fire  fighting  equipment. 

Working  knowledge  and  skill  in  the  use  of  firearms. 

Ability  to  act  quickly  and  intelligently  and  to  maintain  command  in  emergency 
situations. 

Ability  to  deal  firmly  but  courteously  with  the  general  public. 

Ability  to  apply  N.  C.  laws  in  investigations  and  arrests. 

Physical  strength  and  agility  to  perform  active  duties  of  fire  fighting  and  to 
withstand  long  hours  of  continous  duty. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  two  years  experience  in  law  enforcement, 
security,  or  fire  fighting  work;  or  an  equivalent  combination  of  education  and  experience, 

NECESSARY  SPECIAL  QUALIFICATION 

Certification  as  a  Law  Enforcement  Officer  in  accordance  with  the  provisions  of  the 
North  Carolina  Criminal  Justice  Training  and  Standards  Council, 
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State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ASSISTANT  CHIEF  OF  PUBLIC  SAFETY  601' 


DESCRIPTION  OF  WORK 

This  is  supervisory  work  in  fire  protection,  law  enforcement,  and  security  for 
the  community  of  Butner. 

Employees  serve  as  assistant  chiefs  in  the  Public  Safety  Department  of  the 
Butner  community  and  are  the  lead  officer  for  alternating  twenty- four  hour  shifts. 
Work  involves  supervising  the  law  enforcement  and  fire  protection  activities  and 
includes  responsibility  for  the  effectiveness  of  the  Public  Safety  Department  in 
responding  to  emergencies.   Work  is  performed  under  the  general  supervision  of  the 
Chief  Public  Safety  Officer,  guided  by  departmental  regulations  and  procedures,  and 
reviewed  through  conferences  and  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Schedules,  assigns,  and  directs  the  work  of  public  safety  officers. 
Inspects  subordinates  for  proper  appearance  and  work  performance. 
Investigates  accidents,  fires,  alleged  crimes,  and  other  unusual  occurrences 
brought  to  his  attention. 

Directs  the  fire  fighting  activities. 
Reviews  activity  reports  of  the  shift8 
Performs  related  duties  as  required. 

RECRUITMENT   STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  methods,  procedures,  and  practices  used  in 
investigating  and  interrogating  complaints  and  alleged  violations  of  the  law. 

Working  knowledge  and  skill  in  the  use  of  fire  fighting  equipment. 

Working  knowledge  and  skill  in  the  use  of  firearms. 

General  knowledge  of  first-aid  principles  and  techniques. 

Ability  to  act  quickly  and  intelligently  and  to  maintain  command  in  emergency 
situations. 

Ability  to  deal  firmly  but  courteously  with  the  general  public. 

Ability  to  apply  N.  C.  Laws  in  investigation  and  arrests. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  four  years  experience  in  law  enforcement 
or  fire  fighting  related  work,  including  some  supervisory  experience |  or  an 
equivalent  combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

Certification  as  a  Law  Enforcement  Officer  in  accordance  with  the  provisions 
of  the  North  Carolina  Criminal  Justice  Training  and  Standards  Council. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


CHIEF  OF  PUBLIC  SAFETY  6018 


DESCRIPTION  OF  WORK 

This  is  administrative  work  in  directing  the  fire  protection  law  enforcement, 
and  security  activities  for  the  institutional,  residential,  commercial,  and  industrial 
complex  at  Butner. 

Employee  directs  and  coordinates  the  law  enforcement  and  fire  fighting  activities 
of  the  Public  Safety  Department.   Work  requires  the  exercise  of  independent  judgment 
in  interpretation,  application,  and  enforcement  of  state  laws  and  local  ordinances* 
Work  is  performed  under  the  general  supervision  of  the  Business  Manager  and  is 
evaluated  in  conferences,  written  reports,  and  the  effectiveness  of  fire  protection, 
law  enforcement,  and  security  services*, 

EXAMPLES  OF  DUTIES  PERFORMED 

Schedules,  plans,  and  directs  the  activities  of  the  public  safety  department; 
interprets  and  supervises  the  enforcement  of  policies  and  regulations. 

Analyzes  problems  related  to  fire  protection,  law  enforcement,  and  security 
and  recommends  new  or  revised  regulations  designed  to  alleviate  hazards  and  violations. 

Reviews  and  evaluates  reports  prepared  by  the  public  safety  officers  of 
incidents  investigated  and  activities  participated  in. 

Schedules  and  conducts  training  for  personnel. 

Administers  budget  and  personnel  policies  for  his  department. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  law  enforcement  procedures,  state  laws,  and  local 
ordinances. 

Considerable  knowledge  and  skill  in  the  use  of  fire  fighting  equipment. 

Working  knowledge  and  skill  in  the  use  of  firearms. 

General  knowledge  of  first-aid  techniques  and  principles* 

General  knowledge  of  budget  and  personnel  policies  and  ability  to  administer  these 
effectively  at  the  departmental  level. 

Ability  to  interpret  and  uniformly  enforce  state  laws  and  institutional 
policies  and  regulations. 

Ability  to  act  quickly  and  intelligently  in  crises  and  to  maintain  control 
in  an  emergency. 

Ability  to  plan  and  conduct  training  exercises  for  subordinate  personnel. 

Ability  to  establish  and  maintain  a  good  working  relationship  with  the  public. 

Minimum  Education  and  Experience 

Completion  of  a  community  college  or  technical  school  course  in  police  science 
and  three  years  of  supervisory  experience  in  law  enforcement,  security,  or  fire 
fighting;  or  an  equivalent  combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

Certification  as  a  Law  Enforcement  Officer  in  accordance  with  the  provisions 
of  the  North  Carolina  Criminal  Justice  Training  and  Standards  Council. 
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State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


LAKE  WARDEN  ASSISTANT  6022 

NATURE  OF  WORK 

An  employee  in  this  class  assists  the  Lake  Warden  in  the  management  and  maintenance 
of  a  lake  used  for  recreational  purposes,,  Work  includes  selling  fishing  permits,  in- 
specting boats  and  fishing  gear  prior  to  rental,  enforcing  fishing  regulations  and 
policing  the  grounds « 

General  instructions  are  received  from  the  Lake  Warden  and  the  employee  is  expected 
to  use  his  own  initiative  and  judgment  in  carrying  out  the  assigned  tasks • 

ACCEPTABLE  EXPERIENCE  AND  TRAINING 

Completion  of  grammar  school » 

NECESSARY  SPECIAL  QUALIFICATION 
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State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPAFED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


LAKE  WARDEN 


6024 


Work  in  this  class  involves  the  patrolling  of  a  state  lake  and  near 
by  areas  to  enforce  state  lake  and  state  park,  regulations,  the  sale  of 
boat  licenses  and  pier  permits,  and  accountability  for  all  boat  licenses 
and  cash  receipts , 

Work  activities  are  outlined  by  the  park  superintendent  and  an 
employee  in  this  class  is  expected  to  maintain  watch,  enforce  state 
lake  and  state  park  regulations  and  prevent  accidents  to  users  of  the 
lake  area0   Work  requires  considerable  contact  with  the  general  public 
in  the  enforcement  and  explanation  of  established  regulations,  work  is 
evaluated  by  the  park  superintendent  through  discussions  and  observation 
to  insure  uniform  application  of  regulations  and  through  comments  by 
park  patrons  regarding  the  services  provided  by  the  warden, 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Patrols  the  lake  area  in  a  boat  to  observe  the  activities  on  the 
lake  and  to  enforce  state  lake  and  state  park  regulations. 

Explains  departmental  rules  and  regulations  and  places  under  arrest 
those  persons  consistently  violating  established  regulations. 

Observes  activities  in  areas  surrounding  the  lake  to  prevent  un- 
authorized camp  fires,  swimming,  boating,  and1  to  maintain  order  in  the 
lake. 

Goes  to  the  assistance  of  those  whose  boats  have  overturned  or  who 
have  ventured  too  far  from  shore  and  warns  persons  of  approaching  storms 
in  order  to  prevent  accidents,, 

Sells  boat  licenses  and  permits  and  pier  permits.  Maintains  acc- 
urate records  of  all  permits  and  licenses  sold  and  turns  over  receipts 
from  and  records  of  such  sales  to  park  superintendent. 

Performs  related  work  as  requiredo 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Working  knowledge  of  the  safety  precautions  and  operating  mechan- 
isms of  row  boats  or  outboard  motor  boats* 

Ability  to  interpret  and  apply  state  lake  and  state  park  regulations. 

Ability  to  effectively  control  groups  or  individuals  engaged  in 
swimming  or  boating  activities  or  other  uses  of  the  lake. 

Ability  to  collect  fees  and  maintain  accurate  financial  records. 

Ability  to  deal  courteously  and  effectively  with  the  publico 

ACCEPTABLE  EXPERIENCE  AND  TRAINING 

One  year  of  experience  in  work  involving  considerable  contact  with 
the  public. 

Completion  of  high  school. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Justice 
Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Justice  Train- 
ing and  Standards  Council. 

PREPARED  BY 

OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


MILITARY  SECURITY  GUARD  6028 

DESCRIPTION  OF  WORK 

This  is  security  work  for  the  North  Carolina  Air  National  Guard  headquarters 
at  Douglas  Airport. 

Employees  patrol  the  installation  during  off-duty  hours  to  protect  the  aircraft, 
communications  center,  and  support  materials  and  equipment  against  sabotage  and 
vandalism.   Because  these  are  the  only  personnel  present  at  the  base  during  off-duty 
hours,  employees  are  also  responsible  for  monitoring  communications  and  initiating 
alert  plans.   Work  is  performed  without  direct  supervision  and  is  evaluated  through 
daily  reports  and  by  occasional  conferences. 

EXAMPLES  OF  DUTIES  PERFORMED 

Patrols  the  perimeter  of  the  base,  the  air  field,  fuel  storage  area,  and 
hangars  and  checks  the  buildings  and  aircraft  to  detect  evidence  of  vandalism, 
sabotage,  trespassing,  or  fires. 

Checks  authorization  of  persons  to  come  on  the  base  during  off-duty  hours 
and  refuses  entry  to  those  without  proper  credentials;  apprehends  violators  of 
the  airport  authority  or  military  regulations. 

Staffs  the  headquarters  communications  center;  maintains  radio  contact  with 
the  flight  tower  and  military  aircraft  arriving  and  leaving  the  flight  line, 
provides  weather  reports  upon  request,  and  relays  messages  to  military  staff 
personnel. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Working  knowledge  of  the  Air  National  Guard  base  and  Douglas  Airport 

Authority  security  plans. 

Working  knowledge  of  basic  fire  prevention  and  control  techniques. 

Working  knowledge  and  skill  in  the  use  of  firearms* 

Ability  to  learn  the  operation  of  radio  communication  equipment,  call 

numbers,  and  emergency  signals* 

Ability  to  act  quickly  and  intelligently  in  emergency  situations* 
Ability  to  follow  oral  and  written  instructions- 
Ability  to  express  oneself  clearly  orally  and  in  writing 

Minimum  Education  and  Experience 

Graduation  from  high  school.   (Some  experience  in  law  enforcement  or  military 
security  work  is  preferable.) 

NECESSARY  SPECIAL  QUALIFICATION 

Commissioned  as  a  Company  Police  in  accordance  with  G.S*  74-A. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Traininq  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SECURITY  OFFICER  I  6030 


DESCRIPTION  OF  WORK 

This  is  general  security  work  in  protecting  state  property  and  enforcing 
applicable  laws  and  ordinances. 

Employees  patrol  the  buildings  and  grounds  of  a  state  office  complex, 
university  campus,  or  state  institution  to  protect  and  guard  persons  and  property. 
Work  involves  regulating  traffic  and  parking  and  includes  issuing  tickets  and 
citations  for  violations  of  state  law  or  institutional  regulations.   Duties  may 
include  the  performance  of  a  variety  of  general  services  for  other  departments  within 
the  university  or  institution.   Work  is  performed  under  close  supervision  and  reviewed 
through  daily  conferences  and  written  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Patrols  the  building  and  grounds  of  a  state  office  complex,  university 
campus,  or  state  institution  to  detect  fires,  prowlers,  vandals,  or  other  unusual 
conditions. 

Conducts  preliminary  investigations  of  complaints  and  notifies  proper  authorities 
as  directed. 

Enforces  state  laws  and  institutional  regulations  within  jurisdictional 
boundaries. 

Issues  citations  for  violations  of  motor  vehicle  laws. 

Testifies  in  court  in  traffic  cases  and  criminal  prosecution. 

Directs  traffic  in  congested  areas. 

Provides  information  and  assistance  for  visitors  and  stranded  motorists. 

Provides  escort  service  for  institution  officials  going  to  and  from  banks. 

Provides  first-aid  and  transportation  for  injured  or  sick  persons. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Ability  to  deal  courteously  but  firmly  with  the  general  public. 
Ability  to  act  quickly  and  intelligently  in  emergency  situations. 
Ability  to  follow  oral  and  written  instructions. 
Ability  to  express  oneself  clearly  in  writing  and  orally. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.  C.  Criminal  Justice 
Training  Standards  Act  and  administered  through  the  N.  C.  Criminal  Justice 
Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED,  NOVERMBER  1974 


SECURITY  OFFICER  II  6031 


DESCRIPTION  OF  WORK 

This  is  general  patrol  and  assistant  shift  supervisor  work  in  protecting 
state  property  and  enforcing  applicable  laws  and  ordinances. 

Employees  make  rounds  of  the  buildings  and  grounds  of  a  state  office  complex, 
university  campus,  or  state  institution  to  protect  and  guard  persons  and  property, 
and  perform  regularly  assigned  supervisory  work  in  assisting  and  relieving  a 
shift  supervisor  at  least  thirty  percent  of  the  time.   Work  involves  regulating 
traffic  and  parking  and  includes  issuing  tickets  and  citations  for  violations  of 
state  law  or  institutional  regulations.   Duties  may  include  the  performance  of  a 
variety  of  protective  services  for  other  departments  within  the  university  or 
institution.   Work  is  performed  under  general  supervision  and  reviewed  through 
daily  conferences  and  written  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Patrols  the  buildings  and  grounds  of  a  state  office  complex,  university  campus, 
or  state  institution  to  detect  fires,  prowlers,  vandals,  or  other  unusual  conditions. 

Assumes  shift  supervisory  responsibility  on  a  regularly  recurring  basis;  assigns, 
coordinates,  directs,  and  reviews  the  work  of  subordinate  officers. 

Conducts  preliminary  investigations  of  complaints  and  notifies  proper  authorities 
as  directed. 

Assists  in  training  and  guiding  new  officers. 

Enforces  state  laws  and  institutional  regulations  within  jurisdicational 
boundaries. 

Issues  citations  for  violations  of  motor  vehicle  laws. 

Testifies  in  court  in  traffic  cases  aid  criminal  prosecution. 

Directs  traffic  in  congested  areas. 

Provides  information  and  assistance  for  visitors  and  motorists. 

Provides  escort  service  for  institution  officials  going  to  and  from  banks. 

Provides  first-aid  and  transportation  for  injured  persons. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

General  knowledge  of  state  laws  and  institutional  regulations  and  law 
enforcement  procedures. 

General  knowledge  and  skill  in  the  use  of  basic  fire  fighting  equipment. 

General  knowledge  and  skill  in  the  use  of  firearms. 

General  knowledge  of  first-aid  principles  and  techniques. 

Ability  to  supervise  subordinate  officers. 

Ability  to  interpret,  apply,  and  enforce  state  laws  and  institutional 
regulations. 

Ability  to  deal  courteously  but  firmly  with  the  general  public. 

Ability  to  act  quickly  and  intelligently  in  emergency  situations. 

Ability  to  follow  oral  and  written  instructions. 

Ability  to  express  oneself  clearly  in  written  and  oral  form. 

Minimum  Education  and  Experience 

Graduation  from  high  school  plus   one  year  of  experience  in  security  workj 
or  an  equivalent  combination  of  education  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.  C.  Criminal  Justice 
Training  Standards  Act  and  administered  through  the  N.  C.  Criminal  Justice 
Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED,  NOVEMBER  1974 


SECURITY  OFFICER  III  6032 


DESCRIPTION  OF  WORK 

This  is  supervisory  work  or  investigative  work  in  protecting  state  property 
and  maintaining  the  security  of  a  state  institution,  university  campus,  or  state 
office  complex. 

Employees  serve  as  shift  supervisors  and  are  responsible  for  assigning  and 
reviewing  the  work  of  a  security  force  engaged  in  safeguarding  persons  and  property 
against  fire,  theft,  and  other  hazards,  or  conducting  investigations  of  crimes  and 
complaints  referred  to  the  department.   Assignments  are  received  in  the  form  of  oral 
or  written  orders  from  the  security  chief.   Work  is  performed  under  general  super- 
vision and  is  reviewed  through  frequent  meetings  and  written  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Determines  work  schedules  and  assignments  for  shift  personnel. 

Enforces  institutional  rules  and  regulations  and  applicable  state  laws. 

Investigates  accidents,  complaints,  disturbances,  larceny  break-ins,  and 
other  criminal  acts. 

Prepares  reports  of  activities  occurring  during  assigned  shift  and  reviews 
reports  of  subordinate  officers. 

Provides  escort  service  for  institution  officials  going  to  and  from  banks. 

Provides  first-aid  and  transportation  for  injured  or  sick  persons. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  law  enforcement  procedures  and  state  laws  and 
institutional  rules  and  regulations. 

Considerable  knowledge  of  investigative  and  interrogative  practices  and 
procedures . 

General- knowledge  of  basic  fire  prevention  and  control  techniques  and  ability 
to  apply  these  in  an  emergency. 

General  knowledge  of  first-aid  principles  and  techniques. 

Working  knowledge  and  skill  in  the  use  of  firearms. 

Ability  to  act  quickly  and  intelligently  and  to  maintain  command  in  an 
emergency. 

Ability  to  train  and  supervise  subordinate  security  officers. 

Ability  to  interpret  and  enforce  institutional  policies,  traffic  and  parking 
regulations. 

Ability  to  express  oneself  clearly  in  writing  and  orally. 

Minimum  Education  arid  Experience 

Graduation  from  high  school  and  two  years  of  experience  in  security  work; 
or  an  equivalent  combination  of  education  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.  C.  Criminal  Justice 
Training  Standards  Act  and  administered  through  the  N.  C.  Criminal  Justice 
Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 

Revised:   November,  1974 


SECURITY  OFFICER  IV  6033 


DESCRIPTION  OF  WORK 

This  is  supervisory  work  in  protecting  state  property  and  maintaining  the 
security  of  a  state  institution. 

Employees  serve  as  chief  security  officers  with  responsibility  for  super- 
vising the  work  of  a  security  force  engaged  in  safeguarding  a  state  institution, 
installation,  or  group  of  state  office  buildings  against  fire,  theft,  or  other 
hazards.   Work  involves  responsibility  for  the  appearance,  discipline,  and 
efficiency  of  subordinate  security  officers.   Work  is  performed  with  initiative 
and  independence,  but  must  conform  with  established  rules  and  procedures.   General 
supervision  is  received  through  written  and  oral  instructions  and  review  of 
records  and  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 


Schedules,  assigns,  and  directs  the  work  of  security  officers  responsible 
for  safeguarding  state  institutions  against  fire,  theft,  vandalism,  and  other 
hazards,  and  maintaining  order  and  discipline  among  patients  or  students  and 
visitors. 

Directs  the  enforcement  of  institutional  rules  and  regulations. 

Inspects  subordinates  for  proper  appearance  and  work  performance. 

Investigates  accidents,  disturbances,  and  other  unusual  occurrences  brought 
to  his  attention. 

Reviews  and  prepares  reports  of  activities. 

Remains  on  call  for  emergencies. 

Makes  periodic  fire  inspections  of  all  buildings,  wards,  or  dormitories; 
makes  written  recommendations  for  corrective  measures;  organizes  and  trains 
volunteer  firefighters. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  law  enforcement  procedures  and  institutional  rules 
and  regulations. 

Working  knowledge  of  the  use  of  basic  fire  fighting  equipment  and  firearms. 

Ability  to  act  quickly  and  intelligently  and  to  maintain  command  in  an 
emergency. 

Ability  to  train  and  supervise  subordinate  officers. 

Ability  to  interpret  institutional  policies  and  to  enforce  traffic  and 
parking  regulations. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  three  years  experience  in  police  or  security 
work,  preferably  including  some  supervisory  experience;  or  an  equivalent  combination 
of  education  and  experience. 


6033 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  Mlaw  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.  C.  Criminal  Justice 
Training  Standards  Act  and  administered  through  the  N.  C.  Criminal  Justice 
Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 

Revised:   November,  1974 


6034 


Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  preferably  with  a  major  in 
behavioral  sciences,  police  science,  or  business  administration,  and  four  years  of 
experience  in  law  enforcement  or  security  work,  including  some  supervising  experience; 
or  an  equivalent  combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

Commission  as  Company  Police  according  to  G»  S»  74-A. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


DIRECTOR  OF  SECURITY  AND  TRAFFIC  II  6035 


DESCRIPTION  OF  WORK 

This  is  administrative  work  in  directing  the  security  and  traffic  operations 
for  the  largest  state  university. 

Employees  perform  a  variety  of  management  functions  in  developing  and  implement- 
ing security  and  traffic  control  policies  for  an  institution  incorporating  widely 
dispersed  facilities.   Work  involves  responsibility  for  coordinating  the  activities 
of  a  large  staff  of  security  officers  and  requires  the  exercise  of  independent  judgment 
in  the  interpretation,  application,  and  enforcement  of  state  laws  and  regulations. 
Work  is  performed  under  the  administrative  supervision  of  the  Vice- Chancel lor  for 
Business  Affairs  and  is  evaluated  in  conferences,  written  reports,  and  through  the 
effectiveness  of  security  and  traffic  control  activities. 

EXAMPLES  OF  DUTIES  PERFORMED 

Schedules,  plans,  and  directs  the  activities  of  a  large  security  force;  inter- 
prets and  supervises  the  enforcement  of  institutional  policies  and  regulations  and 
applicable  state  laws. 

Administers  the  traffic  program  of  the  university  and  supervises  the  enforcement 
of  these  policies. 

Directs  the  security  and  traffic  program  for  an  extensive  schedule  of  athletic 
and  cultural  functions. 

Analyzes  traffic  and  parking  problems  and  makes  recommendations  for  new  or 
revised  programs,  policies,  and  regulations. 

Reviews  and  evaluates  reports  prepared  by  security  staff  of  incidents  investi- 
gated and  activities  participated  in. 

Supervises  the  vehicle  registration  program  for  students,  faculty,  and  staff. 

Directs  the  security  and  traffic  department  including  responsibilities  for  policy 
development  and  implementation,  initial  budget  preparation  control,  and  personnel 
transactions. 

Schedules  or  conducts  training  programs  for  security  personnel. 

Establishes  liaison  between  departmental  security  and  area  law  enforcement 
agencies. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  law  enforcement  procedures,  state  laws,  and  institu- 
tional rules  and  regulations. 

General  knowledge  of  budget  and  personnel  policies  and  ability  to  administer 
these  effectively  at  the  departmental  level. 

General  knowledge  of  first-aid  techniques  and  principles. 

Working  knowledge  and  skill  in  the  use  of  firearms. 

Ability  to  exercise  judgment  and  discretion  in  interpreting  and  uniformly  en- 
forcing state  laws  and  institutional  policies  and  regulations. 

Ability  to  act  quickly  and  intelligently  and  to  maintain  command  in  an  emergency 
situation. 

Ability  to  plan  and  conduct  training  exercises  for  subordinate  personnel. 

Ability  to  establish  and  maintain  a  good  working  relationship  with  other  law 
enforcement  agencies  and  the  public. 


6035 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  preferably  with  a  major  in 
behavioral  sciences,  police  science,  or  business  administration,  and  four  years  of 
experience  in  law  enforcement  or  security  work,  including  some  supervising  experience; 
or  an  equivalent  combination  of  education  and  experience, 

NECESSARY  SPECIAL  QUALIFICATION 

Commission  as  Company  Police  according  to  G.  S.  74-A. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


DIRECTOR  OF  STATE  GOVERNMENT  SECURITY  6036 


DESCRIPTION  OF  WORK 

This  is  administrative  and  supervisory  work  in  directing  the  activities  of 
the  State  Government  Security  Force, 

Employee  supervises  the  security  program  for  the  protection  of  persons  and 
property  in  the  State  Government  complex.  Work  includes  planning  security  patrols 
for  property  owned  and  leased  by  the  State  and  coordinating  with  State  law 
enforcement  agencies,  the  security  and  protection  of  officials  at  State  functions. 
Work  also  includes  the  analysis  of  security  problems  and  recommendations  for  correc- 
tive measures.   Work  is  performed  under  the  administrative  supervision  of  the 
Assistant  Secretary  of  the  Department  of  Administration  and  evaluated  through  con- 
ferences and  reports  for  the  effectiveness  of  the  security  program, 

EXAMPLES  OF  DUTIES  PERFORMED 

Schedules,  plans,  and  directs  the  activities  of  the  State  Government  Security 
Force  in  protecting  State  property  located  in  Capitol  Square,  the  City  of  Raleigh, 
and  Wake  County;  interprets  State  laws,  applicable  city  and  county  ordinances, 
determines  jurisdictional  responsibilities,  and  directs  the  enforcement  of  State 
laws  and  regulations  established  by  the  Department  of  Administration, 

Plans  and  conducts  or  schedules  training  programs  for  security  staffo 
Inspects  equipment  and  schedules  maintenance  and  repair  as  required© 
Establishes  liaison  with  city,  county,  and  State  law  enforcement  agencies. 
Recommends  new  or  revised  security  procedures  and  practices  including  structural 
barriers  and  surveillance. 

Recruits,  interviews,  and  hires  staff  personnel. 
Performs  related  duties  as  required, 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  law  enforcement  procedures,  State  laws,  and  depart- 
mental rules  and  regulations. 

Considerable  knowledge  and  skill  in  the  use  of  basic  fire  fighting  equipment. 

Working  knowledge  and  skill  in  the  use  of  firearms. 

Working  knowledge  of  first  aid  principles  and  techniques. 

Ability  to  act  quickly  and  intelligently  and  to  maintain  command  in  an  emergency 
situation. 

Ability  to  plan  and  conduct  training  exercises  for  departmental  personnel. 

Ability  to  establish  and  maintain  an  effective  working  relationship  with  the 
general  public. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  five  years  of  experience  in  security  work  in- 
cluding two  years  of  supervisory  experience;  or  an  equivalent  combination  of  education 
and  experience. 


6036 


NECESSARY  SPECIAL  QUALIFICATION 

Commission  as  Company  Police  in  accordance  with  G,  S.  74-A. 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


DIRECTOR  OF  UNIVERSITY  SAFETY  AND  SECURITY  6037 


DESCRIPTION  OF  WORK 

This  is  administrative  and  supervisory  work  in  directing  the  security, 
traffic  and  safety  operations  for  a  medium-sized  State  university. 

Employees  perform  a  variety  of  management  functions  in  developing  and 
implementing  security  and  traffic  control  policies  and  administering  the 
campus  OSHA  and  related  safety  programs.   Work  involves  responsibility  for 
coordinating  the  activities  of  a  staff  of  security  officers,  an  OSHA 
Compliance  Officer,  and  requires  the  exercise  of  independent  judgment  in  the 
interpretation,  application,  and  enforcement  of  State  laws  and  regulations. 
The  employee  also  serves  in  the  capacity  of  an  "ombudsman"  in  assistance 
to  the  Vice  Chancellor  concerning  the  coordination  and  improvement  of 
business  operations  and  supporting  programs.   Work  is  performed  under  the 
administrative  supervision  of  the  Vice-Cbancellor  for  Business  Affairs  and 
is  evaluated  in  conferences,  written  reports,  and  through  the  effectiveness 
of  security  safety  and  traffic  control  activities  as  well  as  administrative 
duties. 

EXAMPLES  OF  DUTIES  PERFORMED 

Schedules,  plans,  and  directs  the  activities  of  a  security  force;  inter- 
prets and  supervises  the  enforcement  of  institutional  policies  and  regulations 
and  applicable  State  laws. 

Administers  the  traffic  program  of  the  university  and  supervises  the 
enforcement  of  these  policies. 

Administers  the  OSHA  program  for  the  university  in  accordance  with  State 
and  federal  regulations;  directs  the  inspection  and  compliance  with  requirements 
through  supervision  of  an  OSHA  compliance  inspector. 

Analyzes  traffic  and  parking  problems  and  makes  recommendations  for  new 
or  revised  programs,  policies,  and  regulations. 

Meets  with  student  groups  and  individuals,  as  well  as  faculty,  departmental 
managers,  and  supervisors  concerning  the  coordination  and  improvement  of  campus 
business  operations  and  supporting  services;  prepares  reports  of  such  activities 
for  consideration  by  the  Vice  Chancellor;  participates  in  discussions  to 
resolve  problems  and  improve  operations. 

Reviews  and  evaluates  reports  prepared  by  security  staff  of  incidents 
investigated  and  activities  in  which  they  participated. 

Supervises  the  vehicle  registration  program  for  students,  faculty,  and 
staff. 

Directs  the  security  and  traffic  department  including  responsibilities 
for  policy  development  and  implementation,  initial  budget  preparation  control, 
and  personnel  transactions. 

Schedules  or  conducts  training  programs  for  security  personnel. 

Establishes  liaison  between  departmental  security  and  area  law  enforcement 
agencies. 

Performs  related  duties  as  required. 
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RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  law  enforcement  procedures,  State  laws,  and 
institutional  rules  and  regulations. 

Considerable  knowledge  of  institutional  safety  practices  and  State  and 
federal  OSHA  regulations  and  procedures. 

General  knowledge  of  budget  and  personnel  policies  and  ability  to 
administer  these  effectively  at  the  departmental  level. 

General  knowledge  of  university  business  operations  and  services. 

General  knowledge  and  skill  in  the  use  of  first-aid  techniques  and 
principles. 

Working  knowledge  and  skill  in  the  use  of  firearms. 

Ability  to  exercise  judgment  and  discretion  in  interpreting  and  uniformly 
enforcing  State  laws  and  institutional  policies  and  regulations. 

Ability  to  act  quickly  and  intelligently  and  to  maintain  command  in  an 
emergency  situation. 

Ability  to  plan  and  conduct  training  exercises  for  subordinate  personnel. 

Ability  to  establish  and  maintain  a  good  working  relationship  with  other 
law  enforcement  agencies,  faculty,  students  and  the  public. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  preferably  with  a 
major  in  behavioral  sciences,  police  science,  or  business  administration  and 
four  years  of  experience  in  law  enforcement  or  security  work,  including  some 
supervising  experience,  experience  in  institutional  safety;  or  an  equivalent 
combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.  C.  Criminal  Justice 
Training  Standards  Act  and  administered  through  the  N.  C.  Criminal  Justice 
Training  and  Standards  Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 

Effective:  March,  1975 


SBI  TRAINING  SPECIALIST  NC   6038 

OSP  Rev.  10/75 


DESCRIPTION  OF  WORK 


This  is  instructional  work  in  conducting  training  programs  on  the  methodology 
and  techniques  of  criminal  investigations. 

Employees  develop  and  present  training  courses  for  SEI  personnel  and  for  law 
enforcement  officers  enrolled  in  police  science  programs  in  the  community  colleges 
and  technical  schools,  and  in  police  academies.   Work  also  requires  training 
consultation  in  specialized  and  technical  investigations.   Work  is  performed  under 
the  general  supervision  of  the  SBI  Training  Supervisor  and  reviewed  for  the  effective- 
ness of  researching  and  presenting  the  instructional  materials. 

EXAMPLES  OF  DUTIES  PERFORMED 

Develops  lesson  plans  and  instructs  classes  in  the  SBI  Academy  on  general 
investigative  procedures;  develops  in-service  training  programs  in  technical  or 
specialized  areas. 

Arranges  local  law  enforcement  training  programs,  including  the  scheduling  of 
classes,  arranging  for  instructors  and  developing  the  academic  standards. 

Makes  recommendations  to  superiors  concerning  training  programs  on  new 
investigative  procedures  and  refresher  training. 

Researches  articles  and  other  information  to  ensure  that  instructional 
materials  are  current. 

Consults  with  other  law  enforcement  officials  on  methods  and  techniques  of 
criminal  investigation. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  principles  of  instruction  and  the  use  of  training 
aides. 

Considerable  knowledge  of  the  methods  and  procedures  of  criminal  investigation 
and  interrogation  of  suspects. 

Considerable  knowledge  of  the  criminal  laws  of  North  Carolina. 

Working  knowledge  of  the  principles  of  securing  and  identifying  a  variety  of 
crime  related  evidence. 

Ability  to  establish  and  maintain  effective  working  relationships  with 
law  enforcement  officers  and  academies'  officials. 

Ability  to  effectively  express  oneself  in  oral  and  written  form. 

Ability  to  organize  and  conduct  training  courses  in  criminal  investigations. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  preferably  with  major  course 
work  in  behavioral  sciences,  physical  sciences,  accounting  or  business  administration 
and  three  years  of  progressive  investigative  experience  which  includes  work  involving 
participation  in  developing  and  conduction  training  programs;  or  an  equivalent 
combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 

OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  TRAINING  SUPERVISOR  NC   6039 

OSP  Rev.  10/75 


DESCRIPTION  OF  WORK 


This  is  specialized  work  in  directing  and  coordinating  all  training  programs 
within  the  State  Bureau  of  Investigation. 

Employee  is  responsible  for  developing,  directing,  and  coordinating  the 
educational  programs  of  the  SBI  Academy  and  various  in-service  training  programs 
conducted  on  a  periodic  basis.   Duties  include  assisting  in  the  development  and 
instruction  of  the  Academy  Training  Program,  reviewing  and  researching  all 
instructional  material  to  insure  all  material  is  updated,  reviewing  agent  applications 
and  participating  in  agent  selection  processes,  and  assisting  in  developing  schedules 
and  curriculum  conforming  to  police  standards  and  departmental  guidelines.   Work  is 
performed  under  the  general  supervision  and  review  of  the  SBI  Director. 

EXAMPLES  OF  DUTIES  PERFORMED 

Plans,  directs,  and  coordinates  the  agent  training  program  of  the  SBI  Academy. 

Plans,  directs,  and  coordinates  various  in-service  training  programs  designed 
to  keep  Bureau  personnel  updated  on  court  decisions,  new  procedures,  and  techniques 
and  generally  provide  a  refresher  course  of  all  phases  of  law  enforcement. 

Reviews  and  researches  all  such  material  to  ensure  material  is  on  a  current  basis. 

Corrects  any  deficiencies  in  curriculum  through  constant  evaluation  and  revision; 
contacts  investigative  supervisors  to  develop  awareness  of  training  needs  and  priorities. 

As  directed,  serves  as  a  public  information  officer  in  answering  inquiries  of  a 
general  nature  which  include  drug  abuse,  crime,  work  of  the  SBI,  and  other  subjects 
on  which  information  is  readily  available. 

Receives  requests  for  and  furnishes  instructors  to  teach  in  various  law  enforce- 
ment schools  other  than  those  administered  by  the  Bureau. 

Periodically  attends  various  meetings  held  throughout  the  State  and  informs 
participants  of  current  trends  in  court  procedures  and  other  special  interest  news 
items  and  investigative  training. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  methods,  procedures,  and  practices  used  in  the 
investigation  of  criminal  offenses. 

Considerable  knowledge  of  the  criminal  laws  of  North  Carolina. 

Considerable  knowledge  of  the  organization,  function,  and  responsibilities  of 
state,  county,  and  municipal  law  enforcement  agencies. 

Working  knowledge  of  the  principles  of  securing  and  identifying  a  variety  of 
crime  related  evidence. 

Ability  to  plan  organize  and  develop  curriculum  plans  in  law  enforcement  and 
criminal  investigation. 

Ability  to  effectively  express  oneself  in  oral  and  written  form. 

Ability  to  establish  and  maintain  favorable  working  relationships  with  other 
law  enforcement  officers  and  agencies,  members  of  the  department,  and  the  general 
public. 

Ability  to  conduct  training  courses  in  criminal  investigation. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  preferably  with  major  course 
work  in  behavioral  sciences,  physical  sciences,  accounting  or  business  administration 
and  five  years  of  progressive  investigative  experience  which  includes  work  involving 
participation  in  developing  and  conduction  training  programs;  or  an  equivalent  combina- 
tion of  education  and  experience. 


6039 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


PRISONER  RECORDS  SUPERVISOR  6047 

NATURE  OF  WORK 

Work  of  this  class  involves  the  establishment  and  maintenance  of  prisoner  records 
and  allied  files. 

Work  develops  from  the  necessity  for  obtaining  identifying  information  for 
maintaining  consolidated  records  on  all  prisoners.   Employee  is  called  upon  to  give 
court  testimony  as  an  expert  and  to  identify  accused  persons  by  fingerprints, 
photographs,  and  criminal  records;  this  requires  the  use  of  considerable  judgment  and 
discretion  in  determining  and  imparting  proper  and  exact  information.   Work  is  guided 
by  state  laws  and  departmental  rules  and  regulations,  but  employee  operates  independently 
in  establishing  methods  and  procedures  of  fingerprint  classification  and  identification, 
photographic  work,  records,  and  file  maintenance.  Work  is  reviewed  for  proper  form., 
completeness,  and  legality  and  for  efficiency  and  effectiveness  of  the  general  record 
keeping  and  identification  program. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Supervises  the  identification  of  fingerprints  and  photographing  of  prisoners* 

Prepares  and  issues  fugitive  warrants  with  identifying  data  to  out-of-state 
points  likely  to  effect  capture. 

Prepares  petitions  and  other  legal  papers  needed  to  extradite  escaped  prisoners 
from  other  states. 

Supervises  the  consolidated  record  system  of  the  Prison  Department  including 
criminal  background,  fingerprints,  medical  history,  psychiatric  and  psychological 
tests  results,  and  prison  records. 

Supervises  the  preparation  of  periodic  reports  of  prisoner  escapes  and  recaptures, 
prisoner  discharges,  files  of  fingerprints,  criminal  records,  and  parole  violations. 

Supervises  the  microfilming  of  inactive  records. 

Supervises  inmates  in  maintaining  records  and  files  and  performing  other  clerical 
duties. 

Supervises  the  duplication  of  inactive  records  for  legal  purposes. 

Prepares  correspondence  in  reply  to  inquiries  concerning  inmates'  records. 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Considerable  knowledge  of  modern  methods  and  techniques  of  fingerprinting 
classification  and  identification,  and  of  effective  and  efficient  identification 
files  and  records  systems. 

General  knowledge  of  the  operation  of  cameras,  techniques  of  photography,  and 
the  operation  of  a  photographic  laboratory. 

Ability  to  supervise  prisoner  and  nonprisoner  personnel  in  the  performance  of 
clerical  work,  fingerprint  classification  and  identification,  photographic  operations, 
and  other  related  activities. 

Ability  to  establish  and  maintain  effective  working  relationships  with  other 
members  of  the  organization,  law  enforcement  officers  and  agencies,  and  the  general 
public. 

Ability  to  prepare  comprehensive  and  detailed  reports  for  prison  officials  and 
other  law  enforcement  agencies  pertaining  to  prisoner  and  nonprisoner  personnel. 

Ability  to  follow  oral  and  written  instructions. 


6047 

-  2 


ACCEPTABLE  TRAINING  AND  EXPERIENCE 


Graduation  from  high  school  and  five  years  of  supervisory  experience  in  crimina^^, 
investigation  or  identification  work  involving  fingerprint  classification,  photography, 
and  participation  in  legal  proceedings;  or  an  equivalent  combination  of  training  and 
experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  LATENT  EVIDENCE  TECHNICIAN  NC   6048 

OSP  10/75 
DESCRIPTION  OF  WORK 


This  is  specialized  work  in  collecting,  identifying,  and  preserving  evidence  at  a 
:rime  scene  for  the  State  Bureau  of  Investigation. 

Employees  take  fingerprints,  photographs,  and  plaster  impressions,  gather  a  variety 
jf  crime  related  evidence  while  operating  the  mobile  crime  laboratory,  and  serve  as  legally 
qualified  experts  in  fingerprint  and  physical  evidence  identification.   Duties  include 
onsiderable  contact  with  various  law  enforcement  agencies  and  court  officials  providing 
ervices  and  information  relative  to  criminal  investigations.   Work  is  performed  under  the 
general  supervision  of  a  technical  superior  and  is  reviewed  in  progress  and  upon  completion 
:hrough  observation,  conferences,  and  written  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 


Visits  crime  scenes  and  conducts  latent  fingerprint  examinations;  collects  all  evidence 
tfhile  operating  the  mobile  crime  laboratory;  makes  crime  scene  photographs  and  plaster  casts 
)f  foot,  shoe,  or  tire  impressions;  prepares  crime  drawings  and  detailed  investigative  reports 
>n  evidence  found  and  the  results  of  examinations. 

Assists  law  enforcement  officer  in  performing  portions  of  investigations  and  collection 
)f  evidence  while  operating  the  mobile  crime  laboratory;  may  investigate  and  interrogate 
fitnesses,  suspects,  or  victims  and  prepare  reports  outlining  the  finding  on  the  particular 
issignment. 

Prepares  photographic  exhibits  to  supplement  testimony  in  making  positive  identification 
)f  fingerprints,  palm  prints ,  or  plaster  casts;  serves  as  an  expert  witness  for  evaluating 
md  validating  such  evidence. 

Ass  its  law  enforcement  officers  in  the  techniques  of  fingerprint  classification,  filing, 
md  comparison;  assists  in  fingerprint  lifting  and  preserving  of  latent  prints  and  in 
taking  inked  impressions. 

Performs  background  investigations  of  prospective  Bureau  employees. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  modern  standardized  techniques  and  procedures  used  in 
the  Henry  System  of  fingerprint  classification. 

Considerable  knowledge  of  the  methods  and  techniques  of  photography  and  evidence  gather- 
ing, preservation,  and  identification  applicable  to  criminal  investigation  and  law  enforce- 
nent  work.  ;: 

Working  knowledge  of  techniques  and  procedures  used  in  conducting  criminal  investigation. 

Ability  to  perform  investigative  procedures  in  varied  assignment  areas  and  use  tools 
and  equipment  involved  in  evidence  collection  and  preservation,  and  to  prepare  accurate  and 
complete  reports  of  findings. 

Ability  to  serve  as  an  expert  technical  witness  in  court  hearings  and  trials. 

Ability  to  establish  and  maintain  favorable  working  relationships  with  other  law 
Enforcement  agencies  and  personnel. 

Minimum  Education  and  Experience 

Graduation  from  high  school,  fingerprint  classification  training,  and  two  years  of  ex- 
perience in  inked  fingerprint  classification  and  two  years  of  experience  in  crime  scene  in- 
vestigation involving  latent  fingerprint  classification  and  crime  photography,  including 
graduation  from  the  SBI  Academy;  or  an  equivalent  combination  of  education  and  experience* 

Mimumum  Education  and  Experience  for  a  Trainee  Appointment 

Graduation  from  high  school,  fingerprint  classification  training,  and  two  years  of 
jexperience  in  inked  fingerprint  classif icationj  or  an  equivalent  combination  of  education 
land  experience* 


604  B 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
cire  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  LATENT  EVIDENCE  SUPERVISOR  NC   6049 

OSP  10/75 

DESCRIPTION  OF  WORK 

This  is  supervisory  work  in  collecting,  identifying,  and  preserving  evidence  at  a 
crime  scene  for  the  State  Bureau  of  Investigation. 

Employee  assigns  and  directs  the  work  of  identification  technicians  involved  in 
criminal  investigations  and  coordinates  the  work  of  staff  photographers.   Work  also  involves 
participation  in  the  search  and  identification  of  evidence  associated  with  a  more  complex 
criminal  investigation.  Duties  include  training  technicians  and  other  investigative  officers 
in  various  identification  techniques  and  procedures,  and  assisting  various  law  enforce- 
ment agencies  and  court  officials  in  supplying  information  relative  to  investigations. 
Work  is  performed  under  general  supervision  of  the  SBI  Laboratory  Services  Director  and  is 
reviewed  through  observation,  conferences,  and  written  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Coordinates  the  activities  of  the  identification  unit  to  meet  the  needs  and  require- 
ment of  field  investigation  personnel;  supervises  and  directs  unit  personnel  matters. 

Visits  crime  scenes  and  conducts  latent  fingerprint  examinations;  makes  crime  scene 
photographs  and  plaster  casts  of  foot,  shoe,  or  tire  impressions;  collects  all  evidence  at 
a  crime  scene  while  operating  the  mobile  crime  laboratory;  prepares  crime  scene  drawings 
and  detailed  investigative  reports  on  evidence  found  and  the  results  of  examinations  to 
serve  as  an  expert  witness  in  court. 

Supervises  the  receipt,  processing,  and  filing  of  physical  and  photographic  evidence 
submitted  for  identification  by  various  law  enforcement  agencies;  supervises  subordinate 
employees  in  photographic  processing  and  fingerprint  classification. 

Assists  in  the  training  of  law  enforcement  officers  in  the  techniques  of  latent  evi- 
dence work  and  photography,  and  in  training  mobile  laboratory  operators. 

Assists  law  enforcement  officers  in  performing  portions  of  investigation  and  collection 
evidence;  may  investigate  and  interrogate  witnesses,  suspects,  or  victims  and  prepare 
reports  outlining  the  finding  on  the  particular  assignment. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  modern  standardized  techniques  and  procedures  used  in 
the  Henry  System  of  fingerprint  classification. 

Considerable  knowledge  of  the  methods  and  techniques  of  photography  and  evidence 
gathering,  preservation,  and  identification  applicable  to  criminal  investigation  and  law 
enforcement  work. 

Considerable  knowledge  of  the  applicable  principle  and  practices  of  administrative 
management. 

Ability  to  coordinate  and  supervise  the  activities  of  Latent  Evidence  Technicians  and 
the  Photography  Unit. 

Ability  to  train  law  enforcement  personnel  in  latent  evidence  work  and  photography. 

Ability  to  perform  investigative  procedures  in  varied  assignment  areas  and  use  tools 
and  equipment  involved  in  evidence  collection  and  preservation. 

Ability  to  prepare  accurate  and  complete  reports  of  findings. 

Ability  to  serve  as  an  expert  technical  witness  in  court  hearings  and  trials. 

Ability  to  establish  and  maintain  favorable  working  relationships  with  other  law 
enforcement  agencies  and  personnel. 

Minimum  Education  and  Experience 

Graduation  from  high  school,  fingerprint  classification  training,  and  two  years  of 
experience  in  inked  fingerprint  classification,  and  five  years  of  progressive  experience 
in  crime  scene  investigation  involving  fingerprint  classification  and  crime  photography, 
including  graduation  from  the  SBI  Academy;  or  an  equivalent  combination  of  education  and 
experience.  , 
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NECESSARY  SPECIAL  QUALIFICATION 


State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  AGENT  NC  6051 

OSP  Rev.  10/75 
DESCRIPTION  OF  WORK 

This  is  investigative  work  on  alleged  or  suspected  violations  of  the  criminal  laws 
of  the  State  of  North  Carolina. 

Employees  participate  in  determining  the  methods  and  techniques  to  be  used  in  secur- 
ing evidence  and  information  necessary  for  the  apprehension  and  prosecution  of  criminal 
offenders.   Investigations  requiring  technical  services  are  coordinated  with  the  crime 
laboratory.   Work  requires  contact  with  alleged  perpetrators  of  cr imes ,  witnesses  and 
informants,  as  well  as  known  criminal  elements  in  investigating  and  solving  crimes.  The 
employee  may  be  required  to  work  in  some  undercover  roles  and  is  exposed  to  the  hazards 
associated  with  investigative  work.   Work  also  involves  court  testimony  and  contact  with 
other  law  enforcement  agencies,  judicial  groups,  and  the  general  public.  Assignments 
are  received  from  the  District  Supervisor  or  other  superiors.  Work  is  reviewed  through 
discussion  with  superiors  and  through  written  reports .: 

EXAMPLES  OF  DUTIES  PERFORMED 


Discusses  accumulated  evidence  and  background  information  with  requesting  officials 
to  learn  the  facts  of  the  assignment;  visits  scene  of  crime  in  order  to  detect  evidence 
such  as  fingerprints,  tire  tracks,  tool  impressions,  and  to  secure  any  other  available 
information. 

Locates  and  interrogates  witnesses,  suspects ,  and  victims   to  develop  evidence  and 
to  secure  information  to  be  used  in  the  investigation  and  in  court  proceedings. 

Photographs  crime  scene  from  identifiable  angles,  positions,  directions,  and  distances 
and  draws  crime  scene  to  scale  to  show  relationship  of  physical  evidence  and  distances. 

Assists  in  planning,  coordinating,  and  participating  in  raids  to  apprehend  contra- 
band and  suspected  criminals. 

Prepares  complex  written  case  reports,  periodic  progress  reports,  and  case  determina- 
tion reports  for  permanent  records   and  presents  evidence  in  court  for  prosecution  or 
defense. 

Prepares  and  presents  addresses  to  public  groups  on  crime  prevention  and  safety; 
aids  other  law  enforcement  agencies  in  setting  up  files,  choosing  equipment,  and  develop- 
ing new  or  accepted  procedures  and  techniques. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Working  knowledge  of  the  methods,  procedures,  and  practices  used  in  the  investigation 
of  criminal  offenses,  and  of  the  principles  of  securing  and  identifying  a  variety  of 
crime  related  evidence. 

Ability  to  investigate  a  variety  of  criminal  cases,  to  interpret  and  apply  criminal 
laws  of  North  Carolina  in  investigations,  make  arrests,  to  prepare  comprehensive  and  de- 
tailed reports  pertaining  to  individual  cases,  to  present  effective  court  testimony,  and 
apply  the  principles,  techniques,  and  procedures  of  modern  criminal  investigations. 

Ability  to  use  firearms  and  tools  and  equipment  involved  in  evidence  collection  and 
preservation  effectively. 

Ability  to  establish  and  maintain  favorable  working  relationships  with  other  law 
enforcement  agencies  and  officers. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  with  major  coursework  in  crimino- 
logy, psychology,  sociology,  or  other  applicable  discipline  and  one  year  of  in-service 
training  including  completion  of  the  SB1  Academy  and  acceptance  under  other  applicable 
State  statuatory  standards  for  law  enforcement  officers;  or  an  equivalent  combination 
of  education  and  experience. 

Minimum  Education  and  Experience  for  a  Trainee  Appointment 

Graduation  from  a  four-year  college  or  university  with  major  coursework  in  crimino- 
logy, psychology,  sociology,  or  other  applicable  discipline;  or  an  equivalent  combina- 
tion of  education  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 


State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  SENIOR  AGENT  NC  6052 

OSP  Rev.  10/75 
DESCRIPTION  OF  WORK 

This  is  advanced  level  investigative  work  by  experienced  agents  in  recurring  special 
assignments  under  the  criminal  statutes  of  the  State  of  North  Carolina. 

Employees  are  either  assigned  individually  or  assist  in  investigations  requiring  and 
utilizing  specialized  skills  or  background  experience  in  arson,  homicide,  civil  disruption, 
crimes  against  property,  or  persons  and  drug  control.   Employees  must  use  sound  judgment 
and  individual  initiative  in  determining  the  methods  and  techniques  to  be  used  in  develop- 
ing and  carrying  out  assigned  investigations  and  in  coordinating  work  with  local  law 
enforcement  agencies  and  other  supportive  services  furnished  by  the  Bureau.   Work  requires 
contact  with  alleged  perpetrators  of  crimes,  witnesses,  and  informants,  as  well  as  known 
criminal  elements  in  investigating  and  solving  crimes.   The  employee  may  be  required  to 
work  in  an  undercover  role  and  is  exposed  to  the  hazards  associated  with  investigative 
work.   Work  is  reviewed  and  coordinated  through  discussions  with  the  District  Supervisor 
or  other  superiors  and  through  written  reports  for  conformance  with  established  policies 
and  proper  investigative  procedures. 

EXAMPLES  OF  DUTIES  PERFORMED 

Conducts  crime  scene  searches,  collects  evidence  and  information  on  a  case  as  assigned; 
considers  possible  motives,  develops  plans  for  conducting  investigation  based  on  acquired 
information. 

Locates  and  interrogates  witnesses,  suspects,  and  victims  to  develop  the  chain  of 
evidence  and  to  secure  information  to  be  used  in  the  investigation  and  in  court  proceedings; 
detects,  examines,  and  determines  the  significance  of  clues  and  evidence. 

Works  as  an  undercover  agent  in  securing  evidence  and  information  leading  to  success- 
ful completion  of  criminal  cases  particularly  in  arson,  homicide,  civil  disruption,  crimes 
against  property,  crimes  against  person  and  drug  control. 

Coordinates  efforts  with  requesting  agencies  in  conducting  investigations  and 
making  arrests  and  serves  as  an  expert  witness  in  presenting  evidence  in  court. 

Prepares  initial  case  reports,  periodic  program  reports,  and  case  conclusion  reports. 

Participates  as  an  instructor  in  training  programs  for  members  of  various  law 
enforcement  agencies  and  for  new  or  inexperienced  members  of  the  State  Bureau  of  Investi- 
gation. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 


Considerable  knowledge  of  the  state  criminal  statutes  and  procedures  and  practices 
used  in  the  investigation  of  criminal  offenses  and  of  the  principles  of  securing  and 
identifying  a  variety  of  crime  related  evidence  and  courtroom  procedure. 

Ability  to  investigate  a  variety  of  complex  criminal  cases,  make  arrests,  to  prepare 
comprehensive  and  detailed  reports  pertaining  to  individual  cases,  and  present  effective 
court  testimony. 

Ability  to  interpret  and  apply  criminal  laws  of  North  Carolina  in  investigations  and 
to  use  firearms  and  equipment  used  in  evidence  collection  and  preservation. 

Ability  to  apply  the  principles,  techniques,  and  procedures  of  modern  criminal 
investigations  and  to  maintain  favorable  working  relationships  with  other  law  enforcement 
agencies  and  officers. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  with  major  coursework  in 
criminology,  psychology,  sociology,  or  other  applicable  discipline  and  one  year  of  in- 
service  training  including  completion  of  the  SBI  Academy  and  acceptance  under  other 
applicable  State  statuatory  standards  for  law  enforcement  officers,  plus  two  years  of 
progressive  experience;  or  an  equivalent  combination  of  education  and  experience. 


• 
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NECESSARY  SPECIAL  QUALIFICATION 


State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ute, 
stan- 
Act 


SBI  TECHNICAL  AGENT  NC  6053 

OSP  Rev.  10/75 
;SCRIPTION  OF  WORK 


This  is  specialized  and  technical  laboratory  work  involving  the  processing  of  physical 
idence  applicable  to  alleged  or  suspected  criminal  offences  against  local,  State,  or 
deral  laws. 

Employees  are  specialists  in  tool  mark  and  firearms  identification,  polygraph  operation, 
questionable  documents  examination.   The  nature  of  work  performed  requires  employees 
have  a  background  of  training  and  experience  in  criminal  investigative  techniques,  and 
a  special  technical  area  in  order  to  maintain  the  chain  of  evidence  and  effectively  pre- 
ire  and  present  the  results  of  their  examination  for  case  and  court  records.   Work  is 
:viewed  during  progress  and  upon  completion  by  a  technical  superior  for  adherence  to  pre- 
ribed  standards  within  the  appropriate  technical  field. 

(AMPLES  OF  DUTIES  PERFORMED 


Examines  tool  marks,  firearms  and  bullets  for  detecting  microscopic  evidence  and 
sociating  such  items  with  the  alleged  crime. 

Administers  polygraph  examinations  to  alleged  suspects  and  interprets  results;  based 
)on  this  analysis,  may  suggest  other  approaches  and  techniques  being  incorporated  in  the 
ivestigative  process  of  the  case. 

Examines  questionable  documents  and  determines  authenticity  and  validity. 

Makes  comparative  handwriting  analysis;  assists  in  making  comparative  tests  of  various 
ipers,  printings,  and  print- types. 

Testifies  in  court  as  a  recognized  expert  in  his  particular  field;  prepares  charts, 
raphs,  and  other  visual  aids  to  further  support  and  explain  his  findings. 

Assists  in  the  training  of  other  technical  and  investigative  agents  in  their  parti- 
ular  technical  specialty. 

Performs  related  duties  as  required. 

ECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  questionable  document  examinations,  polygraph  administration 
nd  interpretation,  or  tool  mark  and  firearms  identification. 

Working  knowledge  of  the  laws  and  regulations  applicable  to  this  work. 

Ability  to  organize,  analyze,  and  present  data  with  scientific  accuracy  and  serve  as  an 
xpert  technical  witness  in  court  hearings  and  trials. 

Ability  to  advise  investigative  agents  of  best  methods  and  procedures  to  be  used  in 
ollecting  physical  evidence  for  laboratory  analysis. 

Ability  to  establish  and  maintain  favorable  working  relationships  with  law  enforcement 
ersonnel. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  preferably  with  major  coursework   in 
lehavioral  sciences  or  physcial  sciences,  and  two  years  of  progressive  investigative  and 
rime  laboratory  experience  which  includes  sufficient  training  to  be  recognized  as  an  expert 
n  the  particular  technical  field  and  graduation  from  the  SBI  Academy;  or  an  equivalent 
ombination  of  education  and  experience. 

Minimum  Education  and  Experience  for  a  Trainee  Appointment 

Graduation  from  a  four-year  college  or  university  preferably  with  major  coursework   in 
he  behavioral  or  physical  sciences;  or  an  equivalent  combination  of  education  and  experience, 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  LEAD  AGENT  NC   6054 

OSP  Rev.  10/75 

DESCRIPTION  OF  WORK 


This  is  specialized,  supervisory  investigative  work  involving  unusually  complex, 
intensive,  and  sensitive  investigations  or  related  official  security  work  under  the 
criminal  statutes  of  North  Carolina. 

Employees  lead  and  conduct  investigations  in  specialized  cases  of  a  major  criminal 
nature  involving  organized  criminal  activities,  alleged  crimes  in  government,  drug 
control  or  abuse,  civil  disruption,  and  the  most  complex  or  heinous  crimes  against  persons 
and  property.   Independent  responsibility  and  judgment  in  applying  specialized  expertise 
in  a  particular  investigative  or  protective  area,  based  upon  special  training  and  experi- 
ence characterize  this  class  of  work.   Work  involves  contact  with  suspects,  witnesses, 
informants,  and  known  criminal  elements   and  the  employee  is  subject  to  the  hazards 
and  risks  of  investigative  work  and  undercover  roles.   Work  is  coordinated  and  reviewed 
through  discussion,  review  of  progress  reports,  and  in  terms  of  results. 

EXAMPLES  OF  DUTIES  PERFORMED 


Receives  and  reviews  reports  of  alleged  major  criminal  activities,  assesses  proba- 
bility of  occurrence  and  nature  of  crime  and  formulates  investigative  plan  of  action. 

Leads,  coordinates,  and  directs  crime  scene  searches,  detection  of  physical  and 
circumstantial  evidence,  projection  of  motives,  and  possible  identification. 

Locates  and  interrogates  witnesses,  suspects,  and  victims  to  develop  chain  of 
evidence  and  to  secure  information. 

Reviews  and  assesses  investigative  work  in  progress;  determines  effectiveness  of 
results;   aborts  ineffective  efforts  and  redirects  team  efforts  in  terms  of  revised 
investigative  plans. 

Assumes  undercover  role  in  securing  leads  and  evidence. 

Serves  as  an  expert  witness  in  presenting  evidence  in  court  for  prosecution  of 
(crimes. 

Coordinates  efforts  with  requesting  agencies  and  district  attorneys  in  conducting 
investigations  and  making  arrests. 

Instructs  agents  and  coordinates  teamwork  on  case  investigations. 

Participates  as  an  instructor  in  a  particular  area  of  criminal  investigation. 

Serves  as  team  leader  in  assignments  of  governmental  official  security,  bomb 
squad  investigations,  and  other  special  functions. 

Prepares  initial  and  final  case  reports  of  investigative  assignments. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Extensive  knowledge  of  a  particular  type  of  criminal  investigative  work. 

Considerable  knowledge  of  State  criminal  statutues  and  the  methods,  procedures, 
and  practices  of  criminal  investigation,  arrest,  and  courtroom  procedure. 

Considerable  knowledge  of  SBI  rules,  regulations,  and  procedures. 

Ability  to  determine  and  detect  the  occurrence  and  extensiveness  of  allegea*  crimes 
of  a  complex  nature  and  to  formulate  investigative  plans. 

Ability  to  coordinate,  lead,  and  direct  a  team  of  agents  in  investigation  of 
major,  complex  crimes. 

Ability  to  evaluate  investigative  work  in  progress  and  redirect  efforts  as  required. 

Ability  to  use  firearms  and  special  investigative  equipment  effectively. 

Ability  to  effectively  apply  specialized  complex  principles  and  techniques  of 
modern  criminal  investigation  work. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  with  major  coursework  in 
criminology,  phsychology,  sociology,  or  other  applicable  discipline  and  one  year  of  in- 
service  training  including  completion  of  the  SBI  Academy  and  acceptance  under  other  ap- 
plicable State  statutory  standards  for  law  enforcement  officers,  plus  three  years  of 
progressive  experience;  or  an  equivalent  combination  of  education  and  experience. 


6054 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ate, 

stan- 
Act 
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SBI  ASSISTANT   DISTRICT  SUPERVISOR  NC      6055 

OSP    10/75 

•SCRIPTION  OF  WORK 


This  is  investigative  and  limited  supervisory  work  with  a  field  district. 

Employees  supervise  a  small  group  of  agents  within  a  district  area  by  coordinating 
leir  investigative  efforts,  assume  responsibility  for  directing  special  investigations  in 

between  districts,  and  personally  perform  various  investigations  as  directed.   They  have 
insiderable  contact  with  other  law  enforcement  agencies,  judicial  groups,  and  other  sup- 
jrtive  services  of  the  Bureau.   Employees  assign,  review  and  evaluate  the  work  of  district 
>ents  and  counsel  agents  concerning  procedures  and  quality  of  work.   Work  also  requires 
isisting  and  relieving  the  District  Supervisor  on  administration  and  operational  matters. 
le  employees  may  be  required  to  work  in  an  undercover  role  and  are  exposed  to  the  hazards 
;sociated  with  investigative  work.   Work  assignments  are  outlined  by  and  coordinated  through 
le  District  Supervisor  or  other  superiors  and  are  reviewed  for  effectiveness  of  action 
id  by  the  manner  in  which  supervisory  and  investigations  are  conducted  and  concluded. 

(AMPLES  OF  DUTIES  PERFORMED 


Coordinates  the  activities  of  the  field  agents  within  the  assigned  area  for  effective- 
ss  and  completeness  of  investigations,  methods,  and  procedures  to  be  followed  and  for 
reservation  and  presentation  of  evidence  in  court. 

Discusses  various  investigations  which  are  in  progress  with  agents  and  issues  in- 
ductions concerning  the  procedure  to  be  followed  in  completing  the  investigation. 

Directs  and  participates  in  intensive,  major  or  large  scale  investigations  by  contact- 
lg  the  requesting  agency  to  learn  the  nature  of  the  case  assignment;  discusses  accumulated 
/idence  and  information,  determines  subsequent  action  to  be  taken;  leads  and  conducts 
ivestigation. 

iCRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Extensive  knowledge  of  a  particular  type  of  criminal  investigative  work. 

Considerable  knowledge  of  the  methods,  procedures,  and  practices  used  in  the  investi- 
ation  of  criminal  offenses  and  of  the  criminal  laws  of  North  Carolina  and  of  Bureau  or- 
anization  and  operation  and  of  the  principles  of  securing  and  identifying  a  variety  of 
rime  related  evidence. 

Ability  to  investigate  a  variety  of  complex  criminal  cases,  make  arrests,  to  prepare 
omprehensive  and  detailed  reports  pertaining  to  individual  cases,  to  interpret  and  apply 
riminal  laws  of  North  Carolina  in  investigations  and  present  effective  court  testimony. 

Ability  to  use  firearms  and  tools  and  equipment  involved  in  evidence  collection  and 
reservation  effectively. 

Ability  to  apply  the  principles,  techniques,  and  procedures  of  modern  criminal  invest- 
gations  and  to  analyze  a  variety  of  work  assignments,  evaluate  work  in  progress  and  advise 
ther  agents  of  best  methods  and  procedures  to  be  used  in  investigations. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  with  major  coursework  in  crimin- 
logy,  psychology,  sociology,  or  other  applicable  discipline  and  one  year  of  in-service 
raining  including  completion  of  the  SBI  Academy  and  acceptance  under  other  applicable 
tate  statutory  standards  for  law  enforcement  officers,  plus  five  years  of  progressive 
xperience;  or  an  equivalent  combination  of  education  and  experience. 


6055 


NECESSARY  SPECIAL  QUALIFICATION 


State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  traininq  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


; 


stan- 

Act 


SBI  TECHNICAL  SERVICES  SUPERVISOR  NC   6056 

OSP  Rev.  10/75 
SCRIPTION  OF  WORK 


This  is  supervisory  work  in  directing  the  activities  of  the  technical  support  sections 
the  SBI  Crime  Laboratory. 

Employee  directs  the  activities  of  the  section  containing  the  firearms  identification, 
lygraph  and  documents  units.  Employee  assigns  and  reviews  the  work  performed  by  technical 
,ents  and  other  staff  personnel,  supervises  and  coordinates  investigative  efforts  applicable 

their  technical  specialty  and  is  responsible  for  the  administration  of  the  assigned 
ction.   Work  is  performed  under  the  general  administrative  review  of  the  SBI  Laboratory 
rvices  Director  and  is  reviewed  through  conferences,  review  of  written  reports,  and 
aluation  of  unit  work  for  accuracy  and  thoroughness. 

AMPLES  OF  DUTIES  PERFORMED 


Supervises  and  participates  in  the  examination  of  questionable  documents,  tool  marks 
d  firearms  and  polygraph  examinations. 

Supervises  the  preparation  of  documents,  exhibits,  reports,  and  other  pertinent  infor- 
tion  for  use  in  the  formal  presentation  of  cases  in  court  of  law. 

Supervises  and  provided  in-service  training  for  personnel  and  makes  recommendations 
ncerning  such  personnel  pertaining  to  their  training,  transfer,  and  any  other  matters. 

Assists  in  planning  and  coordinating  a  training  program  for  mobile  crime  laboratory 
erators. 

Develops  and  administers  the  section  budget,  evaluates  operations,  handles  personnel 
tters  as  recruitment  and  hiring  of  employees. 

Coordinates  and  evaluates  research  efforts  within  the  Section  and  keeps  abreast  of 
w  instruments  and  procedures. 

Performs  related  duties  as  required. 

CRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  questioned  document  examinations,  polygraph  interpretation, 
d  ballistics  comparisons. 

Considerable  knowledge  of  the  applicable  principles  and  practices  of  administrative 
nagement. 

Working  knowledge  of  the  laws  and  regulations  applicable  to  this  work. 

Ability  to  analyze  a  variety  of  work  assignments  and  advise  lower  level  agents  of  best 
thods  and  procedures  to  be  used  in  investigations  and  laboratory  analyses. 

Ability  to  organize,  analyze  and  present  data  with  scientific  accuracy,  and  serve  as 
expert  technical  witness  in  court  hearings  and  trials. 

Ability  to  conduct  research  and  develop  procedures  related  to  the  area  of  specialization. 

Ability  to  train  and  direct  the  work  of  others. 

Ability  to  establish  and  maintain  favorable  working  relationships  with  law  enforcement 
irsonne  1. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  preferably  with  major  coursework   in 
tiavioral  sciences  or  physical  sciences  and  five  years  of  progressive  investigative  and 
:hnical  crime  laboratory  experience  and  graduation  from  the  SBI  Academy;  or  an  equivalent 
nbination  of  education  and  experience. 


6056 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


; 


SBI  DISTRICT  SUPERVISOR  NC  6057 

OSP  Rev.  10/75 
"DESCRIPTION  OF  WORK 


This  is  supervisory  and  administrative  work  in  directing  the  activities  within  an  SBI 
District. 

Employees  coordinate  all  field  investigations  through  subordinate  personnel,  maintain 
close  liaison  with  other  law  enforcement  agencies  and  manage  the  administrative  affairs  of 
District  Office.   Work  may  include  active  participation  in  the  more  complex  or  unusual 
investigations.   Requests  for  investigative  assistance  requires  employee  to  determine  the 
course  of  action  to  be  taken;  and  disposition  of  district  staff  unprecedented  problems  are 
referred  to  a  supervisor.   Work  is  guided  by  practices  and  procedures  established  by  the 
SBI  Director  in  compliance  with  statutory  requirements  and  administrative  policies  and  is 
coordinated,  reviewed,  and  evaluated  through  conferences  with  superiors  and  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 


Reviews  investigations  in  progress  and  gives  additional  assistance  concerning  pro- 
cedures to  be  followed  in  completing  the  investigation. 

Analyzes  requests  for  investigative  assistance;  evaluates  individual  employee  case 
assignments  and  technical  expertise  needed  for  assigning  cases. 

Assists  other  law  enforcement  agencies  within  the  assigned  area  in  investigative 
techniques  and  procedures;  makes  arrangements  for  such  agencies  to  receive  available  technical 
services  provided  by  the  Bureau. 

Confers  with  assistants  and  other  agents  concerning  current  activities  within  the 
district;  reviews  activity  reports;  prepares  periodic  status  reports  concerning  activities 
of  field  agents  and  progress  of  case  assignments. 

Confers  with  superiors  concerning  the  implementation  of  new  policies  and  procedures, 
the  preparation  of  budgets,  and  changes  in  the  administrative  and  reporting  procedures. 

Participates  in  the  more  complex  or  unusual  investigations  as  directed;  investigates 
omplaints  against  district  personnel  and  initiates  or  recommends  disciplinary  action. 

Answers  inquiries  concerning  the  Bureau's  role  in  law  enforcement  and  investigation 
tfork;  presents  informational  and  educational  programs  to  citizens'  groups  to  promote  various 
crime  prevention  projects. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Extensive  knowledge  of  one  or  more  specific  areas  of  criminal  investigation. 

Considerable  knowledge  of  the  methods,  procedures  and  practices  used  in  the  investi- 
gation of  criminal  offenses,  and  of  the  criminal  laws  of  North  Carolina  and  Bureau  organi- 
zation and  operation  and  of  the  organization,  function,  and  responsibilities  of  other 
Law  enforcement  agencies   and  the  principles  of  securing  and  identifying  a  variety  of 
rime  related  evidence. 

Ability  to  administer  State  policies  regarding  administrative  matters  of  personnel, 
Dudgeting,  and  purchasing. 

Ability  to  analyze  a  variety  of  work  assignments  and  direct  district  office  agents  of 
proper  methods  and  procedures  to  be  used  in  investigations  and  to  direct  the  investigation 
in  a  variety  of  criminal  cases. 

Ability  to  establish  and  maintain  favorable  working  relationships  with  other  law 
enforcement  agencies  and  officers. 

Ability  to  use  firearms  and  tools  and  equipment  involved  in  evidence  collection  and 
reservation. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  with  major  coursework  in  crirnin- 
3l°gy»  psychology,  sociology,  or  other  applicable  discipline  and  one  year  of  in-service 
training  including  completion  of  the  SBI  Academy  and  acceptance  under  other  applicable 
jitate  statutory  standards  for  law  enforcement  officers,  plus  six  years  of  progressive 
» ^experience;  or  an  equivalent  combination  of  education  and  experience. 


6057 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  FIELD  SERVICES  COORDINATOR  NC   6058 

OSP  Rev.  10/75 
DESCRIPTION  OF  WORK 


This  is  administrative  work  in  coordinating  the  Bureau's  investigative  and  technical 
resources  throughout  the  State. 

Employees  serve  as  assistants  to  the  SBI  Field  Services  Director  and  are  responsible 
for  coordinating  large  scale  investigations;  for  implementing  effective  utilization  of 
investigative  manpower  and  technical  resources  and  for  providing  guidance  and  supervision 
in  developing  and  implementing  various  policies,  procedures  and  programs  pertaining  to 
district  operations  and  activities.   Duties  may  include  participation  in  special  sensitive 
investigations  or  administrative  assignments  as  directed  by  higher  authority.   Work  assign- 
ments are  of  a  broad  administrative  nature  supplemented  by  specific  directions  from  the 
Field  Services  Director. 

EXAMPLES  OF  DUTIES  PERFORMED 


Confers  with  the  Field  Services  Director  and  other  supervisors  in  formulating  policies 
and  procedures  applicable  to  field  investigations  and  district  operations. 

Confers  with  District  Supervisors  in  implementing  or  revising  changes  in  district 
operating  procedures  in  order  to  increase  the  effectiveness  and  efficiency;  reviews  district 
level  administrative  procedures  in  order  to  recognize  and  incorporate  necessary  changes. 

Coordinates  state-wide  investigations  on  the  district  level;  secures  field  assistance 
through  the  District  Supervisor  and  subordinate  agents;  may  personally  direct  the  activities 
of  such  personnel  in  conducting  and  concluding  investigations. 

Maintains  close  liaison  with  various  federal.  State »  and  local  law  enforcement  agencies 
in  order  to  keep  abreast  of  criminal  activities  so  that  all  investigative  activities  may  be 
closely  coordinated. 

Confers  with  District  Supervisors  concerning  administrative  procedures,  supplying  any 
equipment  needs,  personnel  transfers,  budget  preparation,  reports  preparation,  and  records 
management  procedures. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Thorough  knowledge  of  the  methods,  procedures,  and  practices  used  in  the  investigation 
of  criminal  offenses. 

Thorough  knowledge  of  the  criminal  laws  of  North  Carolina  and  Bureau  organization  and 
operation. 

Considerable  knowledge  of  the  organization,  function,  and  responsibilities  of  State, 
county  and  municipal  law  enforcement  agencies. 

Considerable  knowledge  of  the  principles  of  securing  and  identifying  a  variety  of 
crime  related  evidence. 

Abilities  same  as  SBI  District  Supervisor. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  with  major  coursework  in 
criminology,  psychology,  sociology,  or  other  applicable  discipline  and  one  year  of  in-service 
training  including  completion  of  the  SBI  Academy  and  acceptance  under  other  applicable 
State  statutory  standards  for  law  enforcement  officers,  plus  seven  years  of  progressive 
experience;  or  an  equivalent  combination  of  education  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 


State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute-  are 
defin^  t°Hand^-  TSt  ^  apPlicable  education,  employment,  and  training  standards  as 
tn^onah  IT  Tr      I  ^   ^  N'C-  Criminal  Justice  Training  Standards  Act  and  administered 

through  the  N.C.  Criminal  Justice  Training  and  Standards  Council 


PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  DEPUTY  DIRECTOR  OF  FIELD  SERVICES  NC  6059 

OSP  Rev.  10/75 
ASCRIPTION  OF  WORK 


This  is  administrative  work  in  directing  the  investigative  activities  of  the  Field 
ervices  Division  of  the  Bureau  of  Investigation. 

Employee  is  responsible  for  planning,  organizing,  directing,  controlling,  and  coordinate 
ng  the  field  activities  of  all  subordinate  agents  performing  investigative  work  on  alleged 
>r  suspected  criminal  offenses  against  local,  State,  or  federal  laws.   Work  performed  by 
his  division  is  defined  by  statutes  and  Bureau  policies  and  regulations,  and  administered 
>n  a  state-wide  basis  through  subordinate  administrative  and  supervisory  personnel.   Work 
.s  performed  under  the  general  direction  of  the  SBI  Director  and  is  reviewed  for  achieve- 
lent  of  desired  results. 

IXAMPLES  OF  DUTIES  PERFORMED 


Initiates  and  implements  formal  policies,  practices,  and  procedures  applicable  to 
nvestigative  services  provided  by  the  Bureau. 

Directs  and  coordinates  special  investigations  required  of  the  SBI  Director;  assists 
n  the  compilation  of  reports  and  in  the  preparation  of  legal  documents  for  a  court 
rosecution. 

Confers  periodically  with  Field  Coordinators  and  District  Supervisors  concerning 
ield  investigative  activities,  implementation  of  the  policies  and  procedures,  and  changes 
n  district  operation  procedures. 

Assumes  leadership  of  the  Bureau  in  the  absence  of  the  Director,  as  directed. 

Confers  with  SBI  Director  to  formulate  goals,  objectives  and  levels  of  services  of 
he  division;  directs  and  coordinates  field  activities  in  support  of  Bureau  operations. 

Administers  divisional  personnel  matters,  purchasing  and  budgetary  functions  in 
ccordance  with  Bureau  and  State  policies  and  procedures. 

Performs  related  duties  as  required. 

ECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Thorough  knowledge  of  modern  intelligence  methods,  procedures  and  techniques  applicable 
o  criminal  investigations. 

Thorough  knowledge  of  the  operational  systems,  procedures  and  objectives  of  field 
nvestigation;  of  the  legal  regulations  and  administrative  policies  pertaining  to  the 
onf identiating  of  personal  information;  and  of  the  criminal  laws  of  North  Carolina,  of 
:he  methods  and  procedures  of  criminal  investigation  and  Bureau  organization  and  operation. 

Considerable  knowledge  of  the  organization,  function,  and  responsibilities  of  other 
aw  enforcement  agencies. 

Ability  to  formulate,  initiate,  and  implement  effectively  the  policies  and  operational 
rocedures  of  the  division  and  to  determine  division  priorities  and  objectives;  to  administer 
tate  policies  regarding  administrative  matters  of  personnel,  budgeting,  and  purchasing;  to 
irect  the  obtaining,  compilation,  and  interpretation  of  criminal  intelligence  information 
nto  recommended  plans  of  action;  and  to  establish  and  maintain  effective  working  relation- 
hips  with  other  law  enforcement  agencies  and  the  public. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  with  major  course  work  in  crimin- 
l°gy>  psychology,  sociology,  or  other  applicable  discipline.   One  year  of  in-service 
xaining  including  completion  of  the  SBI  Academy  and  acceptance  under  other  applicable 
itate  statuatory  standards  for  law  enforcement  officers,  plus  eight  years  of  progressive 
ixperience;  or  an  equivalent  combination  of  education  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  LABORATORY  SERVICES  DIRECTOR  6060 

DESCRIPTION  OF  WORK 

This  is  administrative  work  in  directing  the  Crime  Laboratory  Division 
of  the  SBI. 

Employee  is  responsible  for  planning,  organizing,  directing,  controlling, 
and  coordinating  the  activities  of  the  firearms  and  tool  mark,  microanalysis, 
chemistry,  documents,  identification,  and  intelligence  sections  in  conducting 
scientific  examinations  of  physical  evidence  involved  in  criminal  investigations. 
Duties  include  developing  policies  and  procedures  for  effective  and  efficient 
laboratory  operations.   Work  is  performed  under  the  general  direction  of  the 
SBI  Director  and  is  reviewed  for  achievement  of  desired  results. 

EXAMPLES  OF  DUTIES  PERFORMED 

Initiates  formal  policies,  practices,  and  procedures  applicable  to  the 
laboratory  services  provided  by  the  Bureau. 

As  assigned,  directs  and  coordinates  specialized  investigations  required 
of  the  SBI  Director;  assists  in  the  compilation  of  reports  and  the  preparation 
of  legal  documents  leading  to  court  prosecutions. 

Confers  periodically  with  laboratory  services  unit  heads  and  other  Bureau 
supervisors  concerning  laboratory  functions  and  services,  implementation  of 
various  policies  and  procedures,  and  changes  in  laboratory  operating  procedures. 

As  directed,  assumes  leadership  of  the  Bureau  in  the  absence  of  the 
Director. 

Performs  related  duties  as  required. 

REGRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  methods,  procedures,  and  practices  used 

in  the  investigation  and  interrogation  of  alleged  or  suspected  criminal  offenders. 
Considerable  knowledge  of  questioned  document  examinations,  polygraph 

interpretation,  and  ballistics  comparisons)  forensic  chemistry,  and  physical 

identification  techniques. 

Considerable  knowledge  of  the  criminal  laws  of  North  Carolina,  including 

the  drawing  of  warrants,  making  arrest,  and  courtroom  procedure. 

Considerable  knowledge  of  the  organization,  function,  and  responsibilities 

of  state,  county,  and  municipal  law  enforcement  agencies. 

Ability  to  analyze  a  variety  of  work  assignments  and  advise  lower  level 

agents  of  best  methods  and  procedures  to  be  used  in  investigations  and  laboratory 

analyses- 
Ability  to  establish  and  maintain  favorable  working  relationships  with 

other  law  enforcement  officers  and  agencies,  members  of  the  department,  and 

the  general  public. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  preferably  with  major 
course  work  in  behaviorial  sciences,  physical  sciences,  accounting  or  business 
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administration  and  eight  years  of  progressive  investigative  and  technical 
crime  laboratory  experience- 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


INSURANCE  INVESTIGATOR  I  bObl 

NATURE  OF  WORK 

This  is  routine  law  enforcement  work  in  the  investigation  of  cases  of 
arson,  unlawful  burning,  fraud,  and  embezzlement  in  connection  with  North 
Carolina  criminal  and  insurance  laws0 

Employees  are  given  specific  assignments  in  carrying  out  details  of 
investigations  under  close  supervision  of  an  experienced  field  investigator 
or  they  make  independent  investigations  on  routine  assignments.  Work  is 
designed  to  familiarize  employees  with  investigative  problems,  practices, 
and  techniques  common  to  the  Insurance  Department's  investigative  program. 
Work  is  evaluated  by  a  supervising  investigator  through  observation  and 
completeness  of  oral  and  written  reports. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Assists  in  conducting  fire  scene  search^  collects  and  preserves  pertinent 
physical  evidence  necessary  for  prosecution  or  solution  of  a  case. 

Locates  and  interrogates  witnesses ,  suspects,  and  others  in  an  effort  to 
secure  evidence  to  be  used  in  court. 

Assists  in  investigating  embezzlement  cases j  contacts  witnesses,  secures 
necessary  evidence,  and  follows  up  leads  to  assure  securing  of  pertinent 
information. 

Checks  records  of  insurance  offices  in  investigations  involving  fraud  and 
embezzlement o 

Writes  detailed  reports  of  investigations  for  administrative  and  technical 
review. 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

General  knowledge  of  modern  criminal  detection  techniques  including  the 
gathering  and  preserving  of  evidence. 

Ability  to  learn  and  understand  criminal  and  insurance  laws  as  well  as 
provisions  of  insurance  policies. 

Ability  to  prepare  comprehensive  and  factual  reports  of  investigations. 

Ability  to  establish  and  maintain  favorable  working  relationships  with 
law  enforcement  and  fire  department  offices  and  officials  of  the  insurance 
industry. 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  four  years  experience  in  law  enforcement 
work j  or  an  equivalent  combination  of  training  and  experience, 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  worR" ,  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


INSURANCE  INVESTIGATOR  II  606  2 

NATURE  OF  WORK 

This  is  law  enforcement  work  in  the  investigation  of  cases  of  arson, 
imlawful  burning,  fraud,  and  embezzlement  in  an  assigned  area  of  the  state. 

Employees  assist  local  law  enforcement  agencies  in  conducting  invest- 
igations where  criminal  offenses  are  alleged  or  suspected  in  connection 
with  North  Carolina  criminal  and  insurance  laws.  Duties  include  investigating 
complaints  from  policy  holders  or  insurance  company  representatives  to  determine 
violations  of  policy  contracts.  Work  involves  considerable  contact  with  law 
enforcement  and  insurance  company  officials  and  the  general  public.  Work  is 
reviewed  by  a  supervising  investigator  through  written  reports  to  determine 
soundness  and  completeness  of  evidence  gathered. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Discusses  accumulated  evidence  and  information  with  requesting  officials  to 
acquaint  himself  with  facts  of  the  "sase  and  to  determine  course  of  action  to  be 
taken. 

Visits  fire  scene s   conducts  fire  scene  search,  collects  and  preserves 
pertinent  physical  evidence j>  and  performs  other  duties  necessary  to  the 
collection  of  evidence  for  prosecution  or  solution  of  a  case. 

Locates,  interviews,  and  questions  witnesses,  suspects,  and  others  in  an 
effort  to  secure  evidence. 

Presents  facts  to  the  solicitor  and  testifies  before  courts  and  juries 
in  support  of  investigation. 

Investigates  embezzlement  cases,  contacts  witnesses,  secures  necessary 
evidence,  and  follows  up  leads  to  assure  the  securing  of  pertinent  information. 

Checks  records  of  insurance  offices  in  investigations  involving  fraud  and 
embezzlement. 

Writes  detailed  reports  of  investigations  for  administrative  and  technical 
review  by  superiors. 

Participates  as  instructor  in  training  program  for  various  law  enforcement 
offices s  firemen,  and  other  interested  agencies. 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Considerable  knowledge  of  modern  criminal  detection  techniques  including 
the  gat  hering  and  preserving  of  evidence • 

Considerable  knowledge  of  the  insurance  law  pertaining  to  arson,  unlawful 
burning,  fraud,  and  embezzlement. 

Ability  to  prepare  comprehensive  and  factual  reports  of  investigations. 

Ability  to  recognize,  collect,  and  evaluate  different  types  of  evidence 
necessary  in  convicting  criminal  violators  of  the  insurance  law. 

Ability  to  establish  and  maintain  favorable  working  relationships  with 
law  enforcement  and  fire  department  officers  and  officials  of  the  insurance 
industry. 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  seven  years  experience  in  law  enforcement 
work  including  three  years  in  the  fields  of  arson,  unlawful  burning,  fraud, 
and  embezzlement  J  or  an  equivalent  combination  of  training  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


Insurance  Investigation  Supervisor  t>0t>5 

MTUHE_0F  WORK 

Work  in  this  class  involves  the  supervision  of  the  insurance  companies'1  operations 
with  the  individual  policy  holders  either  directly  or  thorugh  agents  as  well  as  the 
supervision  of  arson.,  embezzlement  g  and  related  investigations,, 

Work  originates  as  a  result  of  necessity  to  examine  and  license  agents  and  adjusters 
through  complaints  received  from  insurance  companies  or  policy  holders,,  and  through 
investigations  of  arson ^  embezzlement,,  or  other  similar  investigations e  Work  requires 
the  application  of  departmental  laws  and  regulations  and  the  enforcement  of  policy 
provisions  as  well  as  the  continued  supervision  of  investigators  to  prevent  filing 
of  and  the  payment  of  unjustified  or  fraudulent  claims „  Work  includes  the  direct 
supervision  of  a  staff  of  investigators  and  administrative  supervision  over  other 
personnel  engaged  in  the  preparation  and  grading  of  agents  and  adjuster's  examinations 
and  issuance  of  licenses „  Work  requires  considerable  contact  with  insurance  companies 
through  personal  contact  or  correspondence  to  resolve  individual  policy  holders" 
complaints  or  to  explain  departmental  regulations  and  policies  or  statutory  require^ 
mentSo  Work  is  evaluated  by  the  Insurance  Commissioner  through  discussions  and 
review  of  summary  reports  of  activities  performed,, 

ILLUSTRATIVE  EXAMPLES  OF  JTORK 

Assigns  cases  to  individual  investigators,  reviews  with  them  the  probable  type 
and  extent  of  investigation  to  be  made  and  gives  a  final  review  to  the  reports 
submitted  indicating  findings  and  recommendations  for  prosecution  or  non-prosecution 
by  local  solicitors  or  enforcement  officials %   discusses  with  investigators  the 
nature  of  information  secured  by  local  enforcement  officials  or  company  or  industry 
representatives  to  determine  that  investigation  appears  to  be  complete  and  should 
be  submitted  to  local  enforcement  officials 0 

Hears  complaints  by  individual  policy  holders  regarding  failure  of  the  company 
to  abide  by  policy  provisions  or  promises  or  statements  by  the  agent  selling  the 
policy^  examines  the  policy^  if  necessary.,  to  determine  the  nature  of  the  policy 
helds  corresponds  with  the  company  to  determine  the  action  they  have  taken  or  the 
action  which  they  expect  to  take  and  the  basis  for  such  action  and  advises  the 
company  cf  the  action  which  he  believes  is  warranted  based  upon  information 
supplied  by  the  policy  holder  and  the  company  representatives >  transmits  copies 
of  company  correspondence  to  the  complainant  in  cases  where  the  company  appears 
to  have  taken  reasonable  action  to  fulfill  their  obligations  and  advises  the  com- 
plainant of  the  reasonableness  of  the  company's  action  and  their  further  rights  or 
obligations,, 

Reviews  examination  material  prepared  for  agents2  and  adjusters'  examinations 
to  determine  that  it  is  adequate  and  covers  the  general  insurance  fieldo  reviews  - 
papers  of  all  persons  who  fail  the  examination  to  ascertain  that  applicants  ■ 
papers  have  been  properly  gradedo 

Advises  company  officials  and  company  representatives  such  as  agents,  adjusters 
or  brokers  of  their  rights  and  obligations,  and  gives  administrative  and  technical 
supervision  to  office  personnel  engaged  in  the  issuing  of  licenses  to  agents  and 
adjusters 0 

Prepares  correspondence  covering  matters  such  as  shortages  in  agent cs  accounts 
which  have  not  been  transmitted  to  company  representatives  and  advises  them  of  the 
penalties  which  would  accrue  if  such  charges  are  not  made  goodo 

Meets  with  company  officials  recently  licensed  to  do  business  in  North  Carolina 
advises  them  of  the  provisions  of  North  Carolina  laws  relating  to  writing  of 
insurance  and  the  obligations  of  their  agents  to  the  policy  holders 0 

Discusses  cases  of  repeated  or  flagrant  violations  with  the  Commissioner  in 
order  to  advise  him  of  the  actions  of  such  companies  or  company  representatives % 
attends  hearings  before  the  Commissioner  to  present  factual  information  relating 
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to  the  extent  and  type  of  complaints  received,,  the  number  of  agents,,  adjusters,,  or 
brokers  employed  and  the  nature  of  any  investigations  made  by  field  personnel,, 
Performs  related  work  as  required9 

DESIRABLE  KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Thorough  knowledge  of  investigative  techniques  and  practices  particularly  as 
they  relate  to  arson  and  embezzlement  matters,, 

Working  knowledge  of  insurance  company  operations  particularly  from  a  stand- 
point of  the  selling  of  insurance  and  the  adjustment  of  claims. 

Ability  to  interpret  and  apply  provisions  of  the  insurance  laws  of  the  State 
and  departmental  regulations „ 

Ability  to  plans  organize,,  and  direct  the  work  of  force  and  field  investigators 
and  office  personnelo 

Ability  to  express  oneself  clearly  and  concisely  in  oral  and  written  form0 

Ability  to  establish  and  maintain  effective  working  relationships  with  rep- 
resentatives and  policy  holders „ 

ACCEPTABLE  EXPERIENCE  AND  TRAINING 

Three  years  of  experience  as  an  Insurance  Violation  Investigator  III0 

OR 

Four  years  of  experience  in  a  supervisory  or  administrative  capacity  with  an 
insurance  company,, 

Completion  of .  high  school e 

(Graduation  from  a  four  year  college  or  university  with  specialization  in 
business  administration  may  be  substituted  for  one  of  the  required  years  of 
experience, ) 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI   SPECIAL  SERVICES    COORDINATOR  NC      6066 

OSP    10/75 
DESCRIPTION  OF  WORK 


This    is    supervisory    investigative   work    in   coordinating   special    intensive    Bureau 
nvestigative   activities. 

Employees   work   in  a    special    capacity  which  cuts   across    district    lines    in  planning, 
oordinating,    and   supervising   field    investigative    task    forces    against   specific   areas    of 
ecurring  or    organized   criminal    activity.      The   employee    functions    as    an   expert   concerning 
)articular    field   of   crime   and  must   be   able    to  plan  and   organize   effective    task   force   opera- 
tions.  T/ork   is   performed   under    the   direction  of   a   Field  Services    Coordinator    and  coordinated 
hrough  District  Supervisors.      Work   is    evaluated    through  discussion  and   a   review  of  reports 
In   terms    of   effective   results    against   criminal   elements. 

:XAMPLES    OF   DUTIES    PERFORMED 


Confers   with  Field   Services    Coordinators,    District  Supervisors,    and  Deputy  Directors 
in  planning  and   organizing   intensive    task   force   activities    to    investigate   and   combat 
iriminal   elements. 

Coordinates   and   supervises    special    task   force   operations    in   field   operations;    secures 
field  assistance    through  District  Supervisors. 

Maintains   close    liaison  with  various    federal,    state,    and    local    law  enforcement  agencies 
in  order    to  maintain   intelligence   and   communicative    functions    in  coordinating   task   force 
activities. 

Performs   related   duties    as   required. 

RECRUITMENT  STANDARDS 


Knowledges,    Skills,    and  Abilities 

Extensive   knowledge    of    the   practices,    operational,    and    technical    characteristics     with- 
in a   particular    type   of   criminal    activity. 

Considerable   knowledge    of   the  methods,    procedures,    and  practices   used    in  criminal 
investigation     and   of    the   criminal    laws    of  North  Carolina    including   the   drawing   of  warrants, 
making  arrests, and   courtroom  procedures. 

Considerable   knowledge   of    the   organization,    function,    and  responsibilities    of    federal, 
State,    county,    and  municipal    law  enforcement   agencies. 

Considerable   knowledge   of  SBI    field    forces' operations   and   capabilities. 

Working  knowledge   of   Bureau    technical    functions    activities   and   capabilities. 

Ability    to   analyze   data   and   information  concerning  broad   scale   criminal   activity,    to 
coordinate   and   supervise    special    task   force   operations    in   the    field,    to    interpret   and   apply 
State   criminal    laws    in  conducting   investigations,    to   use    firearms    and  modern   criminal    investi- 
gative  procedures    effectively. 

Ability    to   establish  and  maintain  effective  working  relationships   with  Bureau   and   other 
law  enforcement   agency   personnel   and    the    general   public. 

Minimum  Education  and   Experience 

Graduation   from  a    four-year    college   or    university,    including   or    supplemented   by 
special  major   coursework     which  may   be  required    in  accounting,    pharmacy,    a   physical    science 
or   behavioral    science   depending  upon  requirements    of    the   work,    graduation   from   the   SBI 
Academy   andfive     years    of   progressive    investigative   experience;    or   an   equivalent   combination 
of   education  and   experience. 

NECESSARY    SPECIAL   QUALIFICATION 


State   employees   engaged   in    "law  enforcement  work",    as   defined  bv   State   qt.tn^   a» 
delink  anYettLT  TT^WUXMM   **"***"*'    ^™      »d   trainLg        anda^d     as 

sLred   though   th;    N C      Crim        7"?"    ^T'   ^^   ^^   ^^   ^  ™*  «S£l" 
cnrougn   the    N.C.    Criminal   Justice   Training  and   Standards    Council. 


PREPARED    BY 
OFFICE    OF    STATE    PERSONNEL 
REVISED   JANUARY,    1977 


SBI  SENIOR  TECHNICAL  AGENT  NC   6068 

OSP  10/75 
DESCRIPTION  OF  WORK 


This  is  advanced  specialized  work  involving  the  processing  of  physical  evidence  appli- 
cable to  alleged  or  suspected  criminal  offenses  against  local,  State  or  federal  laws,  or  the 
coordination  of  a  special  area  of  work. 

Employees  function  as  specialists  and/or  coordinators  in  one  of  the  areas  of  tool  marks 
and  firearms  identification,  polygraph  operation,  or  questioned  documents  examination.   As 
technical  specialists  these  employees  independently  perform  the  most  complex  work.   Duties 
include  coordinating  recruitment  and  selection  of  new  employees,  coordinating  training  of 
new  employees  and  continuing  education,  and  testifying  in  court  as  an  expert  technical 
witness.   Work  is  performed  under  the  technical  supervision  of  the  SBI  Technical  Services 
Supervisor  and  is  reviewed  during  progress  and  upon  completion  for  adherence  to  prescribed 
standards  with  the  appropriate  technical  field. 

EXAMPLES  OF  DUTIES  PERFORMED 


Performs  examinations  of  the  more  complex  cases  in  handwriting,  documents  for  alteration 
or  forgery,  fraudulent  checks,  inks,  papers,  etc.;  or  in  examination  of  firearms,  bullets, 
tcol  marks  and  other  objects  and  materials  for  the  purpose  of  identification  and  for  use  as 
evidence  in  court. 

Assists  the  Bureau  in  the  recruitment  and  selection  of  employees  to  train  in  polygraph 
examinations;  coordinates  continuing  education  seminars  for  the  examiners. 

Keep  abreast  of  new  developments  in  polygraph,  criminal  law  and  investigation,  documents, 
firearms,  and  tool  marks. 

Trains  new  employees  in  the  respective  work  area. 

Assists  the  section  supervisor  in  budget  preparation,  policy  making  and  interpretation, 
personnel  matters  and  other  duties. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  questionable  document  examinations,  polygraph  administration 
and  interpretation,  or  tool  mark  and  firearms  identification. 

Working  knowledge  of  the  laws  and  regulations  applicable  to  this  work. 

Ability  to  organize,  analyze,  and  present  data  with  scientific  accuracy  and  serve  as 
an  expert  technical  witness  in  court  hearing  and  trials. 

Ability  to  conduct  research  and  develop  procedures  and  techniques  related  to  the  area 
of  specialization. 

Ability  to  train  and  direct  the  work  of  others. 

Ability  to  establish  and  maintain  favorable  working  relationships  with  law  enforcement 
personnel. 

Minimum  Education  and  Experience 

Graduation  from  a  four-year  college  or  university  preferably  with  major  course  work  in 
behavioral  or  physical  sciences,  and  four  years  of  progressive  investigative  and  crime  lab- 
oratory experience  which  includes  sufficient  training  to  be  recognized  as  an  expert  in  the 
particular  technical  field  and  graduation  from  the  SBI  Academy;  or  an  equivalent  combination 
of  education  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


SBI  LATENT  EVIDENCE  ASSISTANT  SUPERVISOR  NC   6070 

OSP  10/75 
ASCRIPTION  OF  WORK 


This  is  limited  supervisory  and  advanced  technical  work  in  collecting,  identifying,  and 
rserving  evidence  at  a  crime  scene  for  the  State  Bureau  of  Investigation. 

Employee  coordinates  the  training  of  new  employees  and  continuing  education  programs 
id  assists  in  the  training  of  mobile  laboratory  operators.   Employee  assists  in  directing 
le  work  of  the  section  and  assists  the  SBI  Latent  Evidence  Supervisor  in  administrative  du- 
L&s.  Work  is  performed  independently  under  the  general  supervision  of  the  SBI  Latent  Evid- 
lce  Supervisor  and  is  reviewed  in  progress  and  upon  completion  through  observation,  con- 
irences  ,  and  written  reports. 

CAMPLES  OF  DUTIES  PERFORMED 


Visits  crime  scenes  and  conducts  latent  fingerprint  examinations;  makes  crime  scene 
totographs  and  plaster  casts  of  foot,  shoe,  or  tire  impressions;  collects  all  evidence  at 
crime  scene  while  operating  the  mobile  crime  laboratory;  prepares  crime  scene  drawings  and 
Jtailed  investigative  reports  on  evidence  found  and  the  results  of  examinations. 

Coordinates  training  of  new  employees  and  continuing  education  efforts  within  the 
•ction;  assists  in  training  mobile  crime  laboratory  operators. 

Assists  the  section  supervisor  in  directing  the  work,  inventory  of  supplies,  preparing 
ldget,  and  scheduling  the  rotation  of  the  mobile  crime  laboratory  and  other  duties. 

Assists  in  training  law  enforcement  personnel  in  the  techniques  of  latent  evidence 
)rk  and  photography. 

Prepares  photographic  exhibits  to  supplement  testimony  in  making  positive  identification 
fingerprints,  palm  prints,  or  plaster  casts;  serves  as  an  expert  witness  for  evaluating 
id  validating  such  evidence. 

Assists  law  enforcement  officers  in  performing  portions  of  investigations  and  collection 
l   evidence  while  operating  the  mobile  crime  laboratory;  may  investigate  and  interrogate 
Ltnesses,  suspects,  or  victims  and  prepare  reports  including  the  findings  on  the  particular 
»s  ignment. 

Keeps  abreast  of  new  techniques  and  procedures  in  latent  evidence  work. 

Performs  related  duties  as  required. 
RECRUITMENT  STANDARDS 


Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  modern  standardized  techniques  and  procedures  used  in  the 
nry  System  of  fingerprint  classification. 

Considerable  knowledge  of  the  methods  and  techniques  of  photography  and  evidence  gather - 
ng,  preservation,  and  identification  applicable  to  criminal  investigation  and  law  enforce- 
2nt  work. 

Working  knowledge  of  techniques  and  procedures  used  in  conducting  criminal  investigation. 

Ability  to  perform  investigative  procedures  in  varied  assignment  areas  and  use  tools 
ad  equipment  involved  in  evidence  collection  and  preservation. 

Ability  to  train  and  supervise  the  work  of  technicians  in  the  collection  and   ilentifi- 
ation  of  evidence. 

Ability  to  prepare  accurate  and  complete  reports  of  findings. 

Ability  to  serve  as  an  expert  technical  witness  in  court  hearings  and  trials. 

Ability  to  establish  and  maintain  favorable  working  relationships  with  other  law  enforce- 
ent  agencies  and  personnel. 

Minimum  Education  and  Experience 

Graduation  from  high  school,  fingerprint  classification  treining,  and  two  years  of  ex- 
erience  in  inked  fingerprint  classification,  and  three  years  of  experience  in  crime  scene 
nvestigation  involving  latent  fingerprint  classification  and  crime  photography,  including 
raduation  from  the  SBI  Academy;  or  an  equivalent  combination  of  education  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute,  are 

subject  to  and  must  meet  the  applicable  education,  employment,  and  training  standards  as 

defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act  and  admini- 
stered through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 
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ABC  Officer  6073 

NATURE  OF  WORK 

This  is  investigative  and  inspection  work  in  the  enforcement  of  the  state's 
alcoholic  beverage  laws? 

Employees  -ire  responsible  for  inspecting  retail  business  establishments  and 
distributors  to  determine  compliance  with  licensing  laws?  for  investigating 
applicants  for  alcoholic  beverage  licenses,  and  for  making  investigations  and 
arrests  for  violations  of  laws  governing  the  sale,  manufacture t    and  transportation 
of  alcoholic  beverages-)   Work  requires  individuals  with  personal  qualities  of 
ingenuity  r,  obtaining  information  as  well  as  courtesy  and  firmness  in  dealing 
with  the  publico   Inspections  are  generally  made  alone  but  investigative  and 
undercover  work  may  be  performed  alone  or  in  pairs  or  groups »   Supervisors 
provide  genera*1  Instructions s  and  work  is  evaluated  through  frequent  consultation 
and  trie  review  of  written  reports <, 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Inspects  the  equipment  and  physical  structure  of  the  premises  of  applicants 
for  licensing  purooses;  investigates  applicants  for  licenses  and  makes  recom- 
mendations as  to  'issuance  or  denial  of  licenses  to  applicants 0 

Inspects  licensees  for  any  violation  of  the  alcoholic  beverage  laws  such  as 
employing  minors   serving  minors 9  serving  persons  visibly  intoxicated,  advertising 
illegally,  operating  disorderly  establishment,  and  selling  after  legal  hours; 
determines  if  establishment  is  operating  in  compliance  with  other  applicable  laws 
and  regulations- 

Seeks  out  and  assists  in  the  prosecution  of  unlicensed  manufacturers  and 
dealers  in  alcohol  .c  beverages- 

Seeks  out-  arrests?  and  assists  in  prosecution  of  persons  guilty  of  possessing 
or  transport  ng  illegal  beverages  - 

Prepares  reports  of  inspections  and  investigations-,  indicating  conditions  that 
exist  and  their  variance  or  conformance  with  established  laws  and  regulations 0 

Performs  reiated  work  as  required  a 

KNOWLEDGES;  SKILLS;  AND  ABILITIES 

General  knowledge  of  modern  principles  and  methods  of  investigation  and  law 
enforcement  9 

General  knowledge  of  laws  and  regulations  applicable  to  the  manufactures 
transportation.,  a~d  sale  of  alcoholic  beverages  and  of  standards  governing  the 
licensing  of  dealers  in  such  beverageSo 

Ability  to  ascertain  facts  by  personal  contact  and  observation,  and  by 
checking  records-  books 3  and  reportSo 

Ability  to  explain  pertinent  provisions  of  the  alcoholic  beverage  laws  and 
regulations  to  the  public,, 

Ability  to  write  clear  and  concise  reports  of  findings e 

Ability  to  establish  and  maintain  effective  relations  with  associates,  law 
officers-  alcoholic  beverage  licensees,  and  the  public. 

Ability  to  deal  with  enforcement  problems  with  firmness,  fairness?  and  tacto 
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ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  two  years  experience  in  law  enforcement  work; 
or  an  equivalent  combination  of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  star 
dards  as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ABC  ASSISTANT  ENFORCEMENT  SUPERVISOR  6074 

DESCRIPTION  OF  WORK 

This  is  supervisory  and  investigative  work  in  the  enforcement  of  state's  al- 
coholic beverage  laws  and  regulations. 

Employees  assist  the  district  supervisor  by  planning  and  leading  large  scaled 
investigations,  coordinating  the  implementation  of  emergency  directives  issued  by 
responsible  state  officials  and  advising  ABC  Officers  in  difficult  or  non- routine 
assignments.  Work  also  includes  the  performance  of  routine  inspections  of  retail 
establishments  and  background  investigations  of  license  applicants.  Work  is  per- 
formed under  general  supervision  and  evaluated  through  the  review  of  activity  re- 
ports and  periodic  consultation. 

EXAMPLES  OF  DUTIES  PERFORMED 

Inspects  or  directs  the  inspection  of  licensed  premises  to  determine  if  the 
applicable  alcoholic  beverage  laws  and  regulations  have  been  violated  and  to  detect 
any  changes  that  may  have  occurred  in  the  conditions  under  which  the  licenses  were 
issued. 

Inspects  the  physical  structure  and  equipment  of  the  premises  for  which  the 
owner  is  applying  for  a  license  and  conducts  a  background  investigation  of  the  ap- 
plicant; makes  a  recommendation  to  the  ABC  Board  whether  to  issue  the  license  on 
the  basis  of  these  findings. 

Leads  or  conducts  investigations  and  arrests  of  unlicensed  dealers  in  alco- 
holic beverages  and  the  owners  or  managers  of  those  establishments  in  which  laws 
were  violated. 

Prepares  reports  to  summarize  the  findings  of  inspections  and  investigations. 

Performs  related  duties  as  required. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  modern  principles  and  methods  of  investigation  and 
law  enforcement. 

Considerable  knowledge  of  the  state's  alcoholic  beverage  laws  and  rules. 

Ability  to  ascertain  facts  by  personal  contact  and  observation  and  by  check- 
ing records,  books,  and  reports. 

Ability  to  supervise  a  group  of  employees  engaged  in  investigations. 

Ability  to  explain  provisions  of  alcoholic  beverage  laws  and  regulations  to 
the  public. 

Ability  to  write  clear  and  concise  reports  of  findings. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  two  years  experience  in  the  enforcement  of 
ABC  laws  and  regulations;  or  an  equivalent  combination  of  education  and  experience. 
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NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ABC  ENFORCEMENT  SUPERVISOR  6075 

NATURE  OF  WORK 

This  is  supervisory  investigation  and  inspection  work  in  the  enforcement 
of  the  state's  alcoholic  beverage  laws. 

Employees  serve  as  district  supervisors  in  coordinating  and  directing  the 
activities  of  a  group  of  subordinate  inspectors  engaged  in  investigation, 
inspection^  and  enforcement  work  relative  to  the  state' a  alcoholic  beverage  laws<> 
They  are  responsible  for  assigning  subordinate  inspectors  to  investigations  as  to 
sale,  manufacture,  and  transportation  of  alcoholic  beverages,  to  inspections  of 
retail  establishments  and  wholesalers,  and  to  investigations  of  applicants  for 
permits  to  sell  alcoholic  beverages.  Work  involves  responsibility  for  personally 
conducting  difficult  or  technical  inspections  and  investigations-^   Work  is  per- 
formed independently  under  the  administrative  supervision  of  the  ABC  Enforcement 
Director  and  is  evaluated  through  periodic  consultation  and  review  of  activity 
reports. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Supervises  and  participates  in  inspections  of  equipment  and  physical  structure 
of  the  premises  of  applicants  for  alcoholic  beverage  licenses;  on  basis  of  inspec- 
tions and  reports,  makes  formal  recommendations  as  to  whether  license  shall  be 
issued  or  denied, 

Inspects  or  directs  the  inspection  of  licensed  premises  to  detect  changes  in 
conditions  under  which  the  premises  were  licensed;  checks  for  any  violations  of 
laws  and  regulations  in  the  operation  of  licensed  establishments. 

Leads  the  investigation,  arrest,  and  prosecution  of  unlicensed  dealers  in 
alcoholic  beverages;  leads  raids  on  establishments  suspected  of  being  operated 
in  violation  of  pertinent  laws, 

Prepares  reports  of  inspections,  indicating  conditions  that  exist  in  the 
assigned  area  and  their  variance  from  or  conformance  with  established  laws  and 
regulations. 

Performs  related  work  as  requiredo 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Considerable  knowledge  of  modern  principles  and  methods  of  investigation 
and  law  enforcement. 

Considerable  knowledge  of  the  state's  alcoholic  beverage  laws  and  rules » 

Ability  to  ascertain  facts  by  personal  contact  and  observation  and  by 
checking  records,  books,  and  reports. 

Ability  to  supervise  a  group  of  employees  engaged  in  investigations-, 

Ability  to  explain  provisions  of  alcoholic  beverage  laws  and  regulations 
to  the  public:. 

Ability  to  write  clear  and  concise  reports  of  findings . 

Ability  to  establish  and  maintain  effective  relations  with  associates, 
law  officers,  and  the  public. 

Ability  to  deal  with  enforcement  problems  with  firmness  and  tact. 
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ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  five  years  experience  in  law  enforcement 
work,  including  three  years  experience  in  the  enforcement  of  alcoholic  beverage 
laws;  or  an  equivalent  combination  of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  irt  "law  enforcement  work",  as  aciined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ABC  ENFORCEMENT  ASSISTANT  DIRECTOR  6086 


MATURE  OF  1DRK 

An  employee  in  this  class  is  responsible  for  the  coordination  and  direct 
supervision  of  work  activities  of  inspectors  and  staff  engaged  in  the  enforce- 
ment of  A. B.C.  laws. 

Work  develops  from  assignments  made  by  the  Director  or  as  a  result  of  en- 
forcement activities  of  inspectors  engaged  in  enforcing  A.B.C  laws  and  regula- 
tions. An  employee  in  this  class  assigns  inspectors  to  particular  work  areas  and 
is  responsible  for  maintaining  supervisory  contact  in  directing  their  work  opera- 
tions. Work  requires  the  employee  to  schedule  and  conduct  bearings  to  determine 
the  course  of  action  to  be  taken  and  penalties  to  be  invoked  with  respect  to  vio- 
lators of  A.B.C.  laws.  The  employee  is  expected  to  recognize  the  need  for  changes 
in  or  additions  to  laws,  rules,  regulations,  and  policies  and  present  recommended 
revisions  to  Director  for  necessary  action.  Work  is  guided  by  statutory  rules 
and  regulations  and  unprecedented  problems  are  presented  to  the  Director  for  dis- 
cussion and  final  determination.  Work  is  reviewed  by  the  Director  for  conformance 
to  departmental  policies  and  procedures  and  on  the  basis  of  success  in  directing 
the  law  enforcement  activities  of  inspectors.  Work  is  further  evaluated  by  the 
Board  of  Alcoholic  Control  for  legality  and  aptness  of  action  t aken  with  respect 
to  violators  of  A.B.C.  laws. 

ILLUSTRATIVE  EXAMPLES  OF  WORK" 

— . ^_ 

Discusses  with  inspectors  various  procedures  to  be  fo1 lowed  in  obtaining 
evidence  against  violators  of  A.B.C.  laws;  discusses  cases  which  have  been  completed 
concerning  the  probable  approaches  which  might  have  been  utilized  in  order  to  bring 
the  case  to  a  successful  conclusion  or  to  improve  the  inspectors'  techniques  in 
similar  work  situations. 

Schedules  and  conducts  hearings  to  afford  accused  violators  of  A.B.C.  laws 
an  opportunity  to  show  cause  why  their  permits  should  not  be  suspended  or  revoked; 
considers  pertinent  evidence  and  information  presented  at  hearing  and  makes  a  find- 
ing of  fact  with  recommendations  as  to  the  penalty  to  be  invoked. 

Discusses  with  inspectors  the  best  methods  for  preparing' and  presenting  evi- 
dence in  the  prosecution  of  violators  of  A.B.C.  ,,i'aws-.  S  ,'■»' 

Discusses  various  cases  with  attorneys  representing'  violators  to  promote  an 
understanding  of  the  operational  procedures^ifnd  'furict$6ns  of  the  agency. 

Assigns  inspectors  to  special  or  regular  work  area's  and  maintains  contact 
with  them,  in  person  or  by  correspondence.,  "or'matters  pertaining  to  the  A.B.C. 
Act,   their  duties,  and  action  taken  with  r/espect'to  particular  cases. 

Observes  inadeouacies  in  existing  A.B.C.  laws,  rules,  and  regulations  and 
presents  suggested  revisions  to  the  Director  with  discussion  and  comments  for 
ultimate  action  by  the  Board  of  Alcoholic  Control. 

Reviews  expense  accounts  and  activity  reports  of  inspectors  for  economy 
and  effectiveness  of  operation. 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS,  A!!D  ABILITIES 

Considerable  knowledge  of  State  laws,  rules,  and  regulations  governing  alco- 
holic beverages. 

Considerable  knowledge  of  procedures  in  drawing  warrants ,  making  arrests, 
and  general  courtroom  activities. 

Working  knowledge  of  the  organization,  functions,  and  responsibilities  of 
State*,  county,  and  municipal  law  enforcement  agencies. 
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Ability  to  apply  and  instruct  others  in  the  application  of  A. B.C.  laws 
rules 5  and  regulations. 

Ability  to  make  clear  explanations  of  laws,  regulations,  and  departmental 
policies. 

Ability  to  guide  proceedings  in  a  public  hearing  with  discretion  and  dip- 
lomacy and  to  maintain  impartiality,  order,  and  self-control  amidst  heated  dis- 
cussions. 

Ability  to  establish  and  maintain  effective  working  relationships  with 
members  of  the  department,  other  law  enforcement  officers,  and  company  representa- 
tives . 

Ability  to  express  oneself  clearly  and  concisely  in  oral  and  written  form. 

ACCEPTABLE  EXPERIENCE  AND  TRAINING 

Two  years  of  supervisory  law  enforcement  experience  preferably  in  work 
situations  requiring  the  employee  to  become  familiar  with  procedures  in  conduct- 
ing public  hearings. 

Graduation  from  a  four-year  college  or  university. 

(Two  additional  years  of  previously  described  experience  -ay  be  substituted 
for  required  college  education.) 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ABC  ENFORCEMENT  DIRECTOR  6088 


NATURE  OF  WORK 


An  individual  in  this  class  performs  administrative  work  in  planning  and 
directing  a  program  designed  to  enforce  State  ABC  laws. 

The  employee  receives  work  assignments,  which  are  in  terms  of  general 
objectives  of  the  ABC  program,  in  conference  with  the  department  head,  and  is 
expected  to  advise  policy  making  officials  on  questions  which  arise  in  the 
formulation  of  administrative  regulations  pertaining  to  the  program,  and  to 
draft  new  or  additional  regulatory  measures  to  alleviate  inadequacies  in 
existing  ABC  laws  and  regulations.   Work  in  this  position  involves  considerable 
contact  with  distributors  of  alcoholic  beverages  and  their  representatives  in 
explaining  provisions  of  the  State  ABC  laws  and  in  prosecuting  alleged 
violators  of  the  law.   Work  also  involves  responsibility  for  the  preparation 
and  administration  of  the  annual  budget  for  the  division,  staffing  of  division 
with  qualified  personnel,  and  the  preparation  of  the  division's  monthly  and 
annual  reports.   Technical  advice  from  staff  members  and  State  legislation 
guide  the  employee  in  establishing  objectives  and  formulating  policies  which 
are  designed  to  promote  and  improve  the  ABC  program.   Work  is  given  general 
review  by  the  State  Board  of  Alcoholic  Control  for  effectiveness  of  the  pro- 
gram and  for  conformance  to  ABC  laws,  rules,  and  regulations. 

ACCEPTABLE  EXPERIENCE  AND  TRAINING 

Five  years  of  supervisory  law  enforcement  experience. 
Graduation  from  a  four  year  college  or  university. 

(Two  additional  years  of  previously  described  experience  may  be  substituted 
for  required  college  education.) 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment,  and 
training  standards  as  defined  and  established  by  the  N.C.  Criminal  Justice  Train- 
ing Standards  Act  and  administered  through  the  N.C.  Criminal  Justice  Training 
and  Standards  Council. 

Prepared  by 
Office  of  State  Personnel 
Revised  January,  1977 


CORRECTIONAL  OFFICER  6111 

DESCRIPTION  OF  WORK 

Work  in  this  class  involves  varied  responsibility  for  the  custody 
and  supervision  of  inmates  in  a  state  corrections  facility. 

Employees  are  responsible  for  carrying  out  assigned  duties  relative 
co    the  detention,  rehabilitation,  security,  and  discipline  of  inmates  in 
accordance  with  established  rules  and  procedures.   Employee  may  be  assigned 
co  any  work  area  within  the  facility  and  is  subject  to  rotation  of  work 
areas  and  shifts.   Work  is  guided  by  established  policies  and  procedures 
of  the  department  and  supervision  is  received  through  the  established  chain 
of  command. 

EXAMPLES  OF  DUTIES  PERFORMED 

Supervises  and  instructs  inmates  assigned  to  various  work  assignments. 

Maintains  discipline  and  order  among  inmates. 

Acts  as  gate  officer,  tower  officer,  dormitory  officer,  road-off-ic-^-r, 
transportation  officer,  or  in  any  other  capacity  of  this  nature  as  assigned. 

Searches  inmates  and  inspects  quarters  for  contraband. 

Promotes  rehabilitation  of  inmates  by  attempting  to  modify  anti-social 
attitudes,  discouraging  undersirable  habits,  and  encouraging  worthwhile 
activities . 

Enforces  rules  and  regulations  for  the  safety,  health,  and  protection 
of  inmates. 

Assists  in  recapturing  escapees. 

Performs  other  duties  relative  to  the  level  of  work  described. 

RECRUITMENT  STANDARDS 

F.nowledges,  Skills,  and  Abilities 

General  knowledge  of  the  methods  and  procedures  of  discipline  and 
rehabilitation  of  inmates  confined  to  state  correctional  facility. 
Some  knowledge  of  the  use  ana  maintenance  of  firearms- 
Ability  to  act  quickly  and  efficiently  in  an  emergency. 
Ability  to  direct  and  supervise  the  work  and  activities  of  inmates. 
Ability  to  follow  oral  and  written  orders  explicitly. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  six  months  experience  as  a  Correctional 
Officer  Trainee;  or  graduation   from  high  school  and  one  year  of  experience 
in  law  enforcement  work;  or  an  equivalent  combination  of  education  and 
experience . 

Minimum  Education  and  Experience  for  a  Trainee  Appointment 
Graduation  from  high  school. 


6111 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Justice 
Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Justice 
Training  and  Standards  Council. 


Prepared  by 
Office  of  State  Personnel 
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CORRECTIONAL  SERGEANT  6113 

DESCRIPTION  OF  WORK 

Work'  in  this  class  involves  supervising  subordinate  officers  regarding 
their  assigned  tasks  with  inmates  in  a  state  corrections  facility. 

Employees  supervise  and  assign  subordinate  officers  to  a  particular 
area  or  post  and  are  responsible  for  the  officers'  activities  relating  to 
the  custody  and  welfare  of  inmates.   Employees  are  subject  to  rotation  to 
various  duty  assignments  within  the  defined  level  of  work.   Work  is 
performed  according  to  standard  departmental  procedures  and  supplemental 
instructions  are  received  through  the  established  chain  of  command. 

EXAMPLES  OF  DUTIES  PERFORMED 

Assigns  officers  to  duty  area  or  post  and  assists  in  planning  their 
work  schedule;  instructs  officers  in  the  performance  of  their  duties; 
disseminates  and  interprets  to  officers  and  inmates  rules  and  regulations 
formulated  by  the  department. 

Makes  frequent  tours  of  inspection  to  ascertain  that  officers  are 
al*ert,  that  discipline  is  being  maintained,  and  that  assignments  are  being 
carried  out. 

Supervises  inmate  counts  and  the  maintenance  of  ail  records  so  that 
inmates  may  be  accounted  for  at  all  times;  supervises  periodic  search  of 
inmate  quarters  for  contraband. 

Supervises  inmate  assignments  when  they  are  transferred  from  one  unit 
or  facility  to  another;  answers  phone  and  receives  and  relays  information 
to  proper  personnel. 

Performs  other  duties  relative  to  the  level  of  work  described. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  methods  and  procedures  of  discipline 
and  rehabilitation  of  inmates  confined  to  a  state  corrections  facility. 

Considerable  knowledge  of  departmental  regulations  and  procedures. 

Considerable  knowledge  of  the  use  and  maintenance  and  firearms. 

Ability  to  supervise  and  direct  the  work  of  subordinate  officers. 

Ability  to  act  quickly  and  efficiently  in  an  emergency. 

Ability  to  prepare,  review,  and  follow  oral  and  written  instructions 
explicitly. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  two  years  of  experience  as  a  Correc- 
tional Officer  and  completion  of  a  course  in  corrections  management. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work" ,  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment,  and 
training  standards  as  defined  and  established  by  the  N.C.  Criminal  Justice 
Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Justice  Train- 
ing and  Standards  Council. 

Prepared  by 
Office  of  State  Personnel 
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CORRECTIONAL  LIEUTENANT  6115 

DESCRIPTION  OF  WORK 

Work  in  this  class  involves  assisting  in  planning,  supervising,  and 
coordinating  activities  in  a  state  corrections  facility. 

Employee's  responsibilities  are  primarily  custodial  in  nature  in 
serving  as  assistant  shift  supervisor  in  a  large  facility,  as  shift  super- 
visor in  a  medium  size  facility,  or  as  the  assistant  superintendent  in  a 
small  facility.   Employee  may  be  responsible  for  assisting  in  planning 
and  supervising  personnel  actions,  administrative  affairs,  officers'  work 
schedule  and  coordinating  activities  involving  discipline,  security,  and 
the  welfare  of  the  inmate  population.   Work  is  performed  in  accordance 
with  the  departmental  regulations  and  established  procedui-es  and  supplemented 
instructions  are  received  through  the  established  chain  of  command. 

EXAMPLES  OF  DUTIES  PERFORMED 

Coordinates  actions  such  as  employee  leave  and  vacation,  reviewing 
applications  for  employment,  monthly  reports,  inmate  problems,  and  other 
activities  relative  to  a  corrections  facility. 

Makes  tours  of  cell  blocks  and  other  buildings,  grounds,  and  posts  to 
ascertain  that  officers  are  alert,  that  discipline  is  being  maintained,  and 
that  assignments  are  carried  out  properly. 

Assists  in  planning,  supervising,  and  coordinating  work  assignments  and 
schedules  for  inmates  and  employees. 

Receives  incoming  telephone  calls  and  gives  out  requested  information 
concerning  departmental  regulations  and  procedures;  connects  callers  with 
proper  authority. 

Assists  in  preparing  requisitions  for  food  items,  clothes,  and  other 
supplies  and  equipment. 

Prepares  reports  and  recommendations  on  the  custodial  operations  of  the 
facility. 

Assumes  the  duties  and  responsibilities  of  the  superintendent  in  a 
field  facility  in  his  absence. 

Serves  on  classification  committee- 
Performs  other  duties  relative  to  the  level  of  work  described. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  the  methods  and  procedures  of  discipline  and 
rehabilitation  of  inmates  confined  to  a  state  corrections  facility. 

General  knowledge  of  principles  of  administration  involved  in  various 
functional  activities  in  state  corrections  facilities. 

Considerable  knowledge  of  the  use  and  maintenance  of  firearms. 

Ability  to  plan,  coordinate,  and  supervise  the  work  of  subordinate 
employees . 

Ability  to  inspire  loyalty  and  respect  from  both  subordinate  employees 
and  inmates. 

Ability  to  think  clearly  and  act  quickly  and  efficiently  in  an  emergency. 

Ability  to  prepare,  review,  and  follow  oral  and  written  instructions 
explicitly. 
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Minimum  Education  and  Experience 

Graduation  from  high  school  or  two  years  of  experience  as  a  Correctional 
Sergeant  and  completion  of  a  course  in  corrections  management. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


CORRECTIONAL  CAPTAIN  6117 

DESCRIPTION  OF  WORK 

Work  in  this  class  involves  planning,  supervising,  and  coordinating 
the  activities  in  a  state  corrections  facility. 

Employees  serve  as  shift  supervisors  in  a  large  facility  or  as  super- 
intendents in  a  small  facility  where  security  and  the  safety  of  inmates 
are  the  primary  objectives.   Employees  are  responsible  for  planning  security 
policies  and  procedures,  on-the-job  training,  assigning  and  supervising  custodial 
personnel,  and  coordinating  administrative  affairs  within  the  facility. 
Employees  may  also  serve  as  extradition  officers.   Work  is  reviewed  for  the 
efficiency  of  security  programs  and  for  adherence  to  established  custodial  and 
administrative  regulations  and  procedures. 

EXAMPLES  OF  DUTIES  PERFORMED 

Supervises  personnel  in  the  performance  of  their  duties,  disseminates 
and  interprets  rules,  regulations,  and  orders  formulated  by  custodial  and 
administrative  superiors. 

Makes  frequent  tours  of  inspection  of  cell  block  and  other  buildings, 
grounds,  and  posts  to  ascertain  that  officers  are  alert,  that  discipline  is 
maintained,  and  that  assignments  are  being  carried  out  effectively. 

Takes  disciplinary  measures  with  inmates  and  officers  on  minor  infractions 
of  rules;  investigates  complaints  of  inmates  and  makes  reports  of  such  actions 
to  higher  level  officials. 

Takes  measures  to  prevent  or  if  necessary  cope  with  riots,  fires,  escapes, 
and  other  disorders. 

Prepares  reports  on  inmates  pertaining  to  their  behavior,  attitudes, 
and  work  records  for  use  on  classification  committees. 

Organizes  and  conducts  training  programs  for  employees  in  order  to 
improve  custodial  methods  involving  the  safety  and  welfare  of  inmates. 

Serves  as  extradition  officer  for  returning  escaped  inmates  or  suspected 
criminals  from  other  states;  transports  inmates  into  courts  or  other  desti- 
nations as  directed  by  court  officers;  testifies  as  a  state  witness  in  esta- 
blishing the  identity  of  inmates  or  their  participation  in  a  crime. 

Supervises  the  logistical  affairs  and  makes  requisitions  to  proper 
authorities. 

Performs  other  duties  relative  to  the  level  of  work  described. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Thorough  knowledge  of  the  methods  and  procedures  of  discipline  and 
rehabilitation  of  inmates  confined  to  a  state  corrections  facility. 

Considerable  knowledge  of  principles  of  administration  involved  in 
various  functional  activities  in  state  corrections  facilities. 

Considerable  knowledge  of  the  use  and  maintenance  of  firearms. 

Ability  to  plan,  coordinate,  and  supervise  the  work  of  subordinate 
employees. 

Ability  to  inspire  loyalty  and  respect  from  both  employees  and  inmates. 

Ability  to  think  clearly  and  act  quickly  and  efficiently  in  an  emergency. 

Ability  to  prepare,  review,  and  follow  oral  and  written  instructions 
explici  tly. 


6117 


Minimum  Education  and  Experience 

Graduation  from  high  school  and  two  years  experience  as  a  Correctional 
Lieutenant  and  completion  of  a  course  in  correctional  administration. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


Correctional  Major  6119 

MATURE  OF  WORK 

This  is  supervisory  and  administrative  work  in  directing  one  of  the  principal 
custodial  operations  in  the  state  prison  systemr 

Employees  serve  as  divisional  field  unit  supervisors  reponsible  for  the  over- 
all operation  of  field  units  within  an  established  geographical  area,  as  chief 
security  ar.d  administrative  officer  ->t    a  medium  size  penal  institution,  or  as 
chief  custodial  officer  at  the  large  maximum  security  prison  or  the  rehabilitation 
and  training  center  for  youthful  offenders.   Work  is  guided  by  departmental  regu- 
lations and  estab'i  ished  procedures  and  is  reviewed  by  superior  custodial  and 
administrative  officers  for  adherence  to  instructionso 

ILLUSTRATIVE  EXAMPLES _OF_WOR K 

Visits  field  units  and  inspects  custodial  operations  for  conformance  to  pre- 
scribed procedures;  audits  administrative  records  to  determine  if  correct  procedures 
are  being  followed;  inspects  and  determines  if  equipment  and  clothing  needs  and  food 
service  functions  meet  required  standards;  resolves  discrepancies  with  supervisors 
and  recommends  any  necessary  disciplinary  actions  to  super ior» 

Directs  custodial  operations  in  a  medium  size  instituion;  assigns  and  reviews 
the  work  of  subordinate  custodial  personnel;  supervises  administrative  personnel  in 
maintaining  unit  records  and  inmate  files;  supervises  the  supply  and  food  service 
functions  through  inspections  and  analysis  of  inventory  reports. 

Directs  all  custodial  operations  at  Central  Prison  or  Polk  Rehabilitation  and 
Training  Center  including  the  employment,  training,  and  supervision  of  personnel. 

Makes  frequent  tours  of  inspection  of  cell  blocks  and  other  buildings,  grounds, 
and  sentry  posts  to  ascertain  that  guards  are  alert,  that  discipline  is  being  main- 
tained, and  that  assignments  are  being  carried  out<= 

Takes  disciplinary  measures  with  prisoners  and  guards  on  minor  infractions  of 
rules;  investigates  complaints  of  prisoners  and  makes  reports  of  such  actions. 

Takes  measures  to  prevent  or  if  necessary  to  cope  with  riots,  fires,  escapes, 
and  other  disorders. 

Prepares  progress  reports  on  prisoners  pertaining  to  their  behavior,  attitudes, 
and  work  records   for  use  in  prisoner  classification  evaluation. 

Organizes  and  conducts  in-service  training  programs  for  personnel  to  teach 
approved  methods  of  peno^gy  and  to  instruct  them  in  specific  duties  for  different 
custodial  posts. 

Performs  related  work  as  required 

KNOWLEDGES,  SKILLS.  AND  ABILITIES 

Considerable  knowledge  of  prison  regulations  and  procedures. 
Considerable  knowledge  of  the  use  and  care  of  firearms. 

Considerable  knowledge  of  penal  procedures,  especially  as  related  to  custodial 
duties  and  the  control  of  inmates. 

Ability  to  supervise  guards  and  inmates  at  a  penal  institution. 

Ability  to  remember  names  and  faces 

Ability  to  handle  adequately  emergency  situations.. 

Ability  to  enforce  orders  and  regulations  with  firmness,  tact,  and  impartiality. 


ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  three  years  experience  as  a  Prison  Guard 
Captain. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment, 
and  training  standards  as  defined  and  established  by  the  N.C.  Criminal  Jus- 
tice Training  Standards  Act  and  administered  through  the  N.C.  Criminal  Jus- 
tice Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


PARK  RANGER  I  9581 

NATURE  OF  WORK 

An  employee  in  this  class  performs  minor  maintenance  work  in  a  state  park, 
and,  in  addition,  performs  a  variety  of  assignments  requiring  some  public 
contact  in  applying  rules  and  regulations  relating  to  the  operation  of  the  park, 

Recurring  maintenance  and  operational  duties  are  carried  on  with  little  or 
no  instruction}  however }    daily  assignments  are  received  from  a  higher- level 
park  employee  concerning  non-routine  duties  or  special  work  resulting  from  park 
facility  use,   Work  may  include  the  occasional  supervision  of  laborers  or  other 
park  maintenance  personnel.  Work  is  reviewed  by  a  higher-level  park  employee 
through  daily  observation  of  work  in  progress  and  periodic  checks  for  compliance 
with  work  orders  and  instructions, 

ILLUSTRATIVE  EXAMPLES  OF  WORK 

Cleans  and  makes  minor  repairs  to  buildings ,  water  systems,  sewage  disposal 
units,  and  related  park  equipment, 

Mows  grass,  erects  signs,  and  fences^  and  maintains  other  outdoor  property* 

Issues  park  permits  for  camping  or  fishings  makes  reservations  for  use  of 
facilities  and  gives  information  to  visitors  regarding  historical  sites  or  re- 
creational areas, 

Patrols  park  area  and  enforces  park  rules  and  regulations* 

Directs  car  parkings  meets  visitors^  and  explains  location  of  various  areas 
in  the  park. 

Assists  in  taking  inventories.,  preparing  attendance  reports-  and  other  rou- 
tine clerical  records j  collects  rental  fees  and  checks  groups  or  persons  in  and 
out  of  camp  areas  or  tourist  cabins-, 

Performs  related  work  as  required, 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Working  knowledge  of  the  methods^  practices p  tools,  and  materials  used  in 
general  maintenance  and  repair  of  buildings  and  outdoor  recreational  5re?So 

Skill  in  the  use  and  care  of  tools  and  equipment  utilized  in  building  and 
park  facility  maintenance  work. 

Ability  to  maintain  effective  working  relationships  with  the  general  public* 

Ability  to  keep  routine  reports  and  records-. 

Ability  to  follow  oral  or  written  instructions. 

Physical  strength  and  stamina  sufficient  to  perform  outdoor  manual  labor 
for  extended  periods  of  time., 

ACCEPTABLE  TRAINING  AND  EXPERIENCE 

Graduation  from  high  school  and  two  years  experience  in  general  maintenance 
and  repair  work  In  one  of  the  mechanical  or  building  trades  or  in  the  operation 
and  maintenance  of  a  recreation  re«ort  or  similar  facility. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justtee  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 

REVISED  JANUARY,  1977 


9582 
PARK  RANGER  II 


NATURE  OF  WORK 


An  employee  in  this  class  supervises  and  personally  performs  a  variety  of 
minor  maintenance  and  repair  assignments  in  a  State  park  and  in  addition  performs 
routine  management  duties  in  applying  park  policies  and  practices* 

Work  assignments  result  from  discussions  held  with  the  park  superintendent 
concerning  daily  activities,  and  an  employee  in  this  class  is  required  to  exercise 
some  initiative  and  judgment  in  directing  other  employees  in  carrying  out  the  main- 
tenance or  operational  work  orders.   Work  includes  the  supervision  of  lower- level 
employees  and/or  maintenance  workers „   Work  is  reviewed  by  the  park  superintendent 
through  occasional  personal  observation  of  work  in  progress  and  periodic  inspec- 
tions of  work  completed  for  compliance  with  work  orders. 

ILLUSTRATIVE  EXAMPLES  OF  WORK 


Supervises  and  participates  in  the  maintenance  and  repairs  of  park  facilities 
and  equipment;  instructs  other  employees  in  correct  work  methods  and  inspects  com- 
pleted work  assignments. 

Instructs  part-time  employees  engaged  in  operating  concession  stands,  bath 
houses-  and  other  park  facilities. 

Maintains  work  reports,  property  records,  time  records  and  other  related 
operational  records;  assists  in  the  preparation  of  consolidated  reports  from  these 
records. 

Meets  the  public  and  gives  information  concerning  park  facilities;  assists 
park  superintendent  in  planning  and  organizing  group  use  of  park  area* 

Assists  the  park  superintendent  in  orienting  new  employees  in  work  methods 
and  park  procedures  and  arranges  work  schedules. 

Inspects  swimming  pools,  picnic  grounds,  and  other  areas  for  required  sani- 
tary standards* 

Performs  related  work  as  required. 

KNOWLEDGES,  SKILLS,  AND  ABILITIES 

Considerable  knowledge  of  the  methods,  practices,  tools  and  materials  used  in 
the  general  maintenance  and  repair  of  buildings  and  outdoor  recreational  areas. 

Some  knowledge  of  the  principles  and  practices  of  State  park  management. 

Ability  to  supervise  skilled  and  semi-skilled  workers. 

Ability  to  maintain  routine  clerical  records  and  to  prepare  reports  from 
these  records. 

Ability  to  understand  and  follow  oral  or  written  instructions  and  to  explain 
these  instructions  to  other  employees. 

Ability  to  establish  and  maintain  effective  working  relationships  with  other 
employees  and  the  general  public. 

Physical  strength  and  stamina  sufficient  to  perform  outdoor  manual  labor  for 
extended  periods  of  time. 

ACCEPTABLE  EXPERIENCE  AND  TRAINING 

Two  years  of  experience  as  Park  Ranger  I. 

OR 


IS^lS  ^a^tl!  of   tL  -O-nic.1  or  building  t,.d..   including 
one  year    in  a   supervisory  capacity. 
Completion  of  high  school. 

OR 

Graduation  from  a  four-year  college  or  university. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards  Act 
and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council. 

PREPARED  BY 
OFFICE  OF  STATE  PERSONNEL 
REVISED  JANUARY,  1977 


ROUGH  DRAFf 


ASSISTANT  FOREST  RANGER  9612 

DESCRIPTION  OF  WORK 

Work  in  this  class  identifies  the  performance  of  a  variety  of  assignments 
associated  with  a  comprehensive  county-level  forestry  program. 

Employees  assist  in  forest  fire  control  activities,  maintain  roads  and 
fire  trails,  equipment  and  facilities.   Through  in-service  training,  they 
become  proficient  in  assisting  forest  technicians  and  professional  foresters 
carry  out  forest  management,  tree  improvement,  and  insect  control  programs. 
Work  is  performed  under  the  close  supervision  of  a  ranger  or  forester. 

EXAMPLES  OF  DUTIES  PERFORMED 

Patrols  an  assigned  area  for  fires  and  fire  hazards;  supervises  fire 
crews  in  suppression  of  forest  fires. 

Makes  routine  investigations  on  the  origin  of  a  fire  and  reports 
findings  to  a  county  ranger;  prepares  reports  on  each  fire. 

Performs  maintenance  on  fire  towers  and  buildings,  portable  fire 
fighting  equipment,  hand  tools,  vehicles,  and  related  equipment. 

Assists  foresters  in  making  timber  cruises  and  in  marking  trees  for 
harvest;  locates  and  treats  trees  having  insecc  or  disease  damage;  delivers 
tree  seedlings  and  instructs  landowners  in  proper  planting  procedures. 

RECRUITMENT  STANDARDS 

Knowledges,  Skills,  and  Abilities 

Working  knowledge  of  fire  control  techniques. 

General  knowledge  of  the  geographical  area  to  which  assigned. 

Skill  in  the  use,  operation,  and  maintenance  of  fire  fighting  equipment. 

Ability  to  establish  and  maintain  effective  working  relationships  with 
the  general  public  and  other  forestry  employees. 

Ability  to  follow  oral  and  written  instructions  and  prepare  routine 
reports. 

Physical  strength  and  stamina  to  perform  manual  labor  for  considerable 
periods  of  time. 

Minimum  Education  and  Experience 

Graduation  from  high  school  and  some  experience  related  to  fire  fighting, 
forestry,  or  agriculture. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training  stan- 
dards as  defined  and  established  by  the  N.C.  Criminal  Justice  Training  Standards 
Act  and  administered  through  the  N.C.  Criminal  Justice  Training  and  Standards  Council, 

Prepared  by 
Office  of  State  Personnel 
Revised  January,  1977 


ASSISTANT  COUNTY  FOREST  RANGER  9614 

DESCRIPTION  OF  WORK 

This  is  skilled  and  limited  supervisory  work  in  the  performance  of  a 
variety  of  forestry  programs. 

Employees  serve  as  assistant  county  rangers  or  as  ranges  in  charge 
of  a  large  boundary  of  forest  land  under  cooperative  management  between 
private  landowners  and  the  state.   They  supervise  and  participate  in  fire 
ccicrol  activities,  maintain  equipment,  roads,  and  facilities  and  assist 
forest  technicians  and  forest  professionals  in  management,  tree  improvement, 
and  insect  control  programs.   Their  skills  in  these  areas  are  continuously 
being  increased  through  individual  participation  in  formal  training  schools 
and  practice  field  exercises.   Work  is  guided  by  established  departmental  policies 
and  practices  and  is  performed  under  the  general  supervision  of  a  county 
ranger  or  forester  who  evaluates  work  through  frequent  inspections  and 
prepared  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Patrols  assigned  area  for  fires  and  fire  hazards;  contacts  landowners, 
fire  departments  and  schools  and  informs  them  of  fire  prevention  and  fire 
suppression  methods. 

Supervises  fire  crews  and  equipment  operators  in  suppression  of  forest 
fires;  determines  need  for  additional  motorized  fire  fighting  equipment  and 
co" 'acts  other  forestry  personnel  for  assistance. 

Investigates  forest  fires  including  gathering  of  evidence;  issues 
--r.r-pr.ts  and  appears  as  witness  in  court  proceedings;  prepares  fire  repots 
on  each  fire. 

Performs  maintenance  on  fire  towers  and  buildings,  portable  fire  fighting 
ecui  orient,  hand  tools,  vehicles,  and  related  equipment;  assists  foresters  in 
r.ikir,?;  cimber  cruises  and  marking  trees  for  harvest;  assises  in  locating 
-..  id  selecting  superior  trees  for  securing  their  seeds  for  nursery  plantings. 

?  -:  CR  Ul  TMENT  ST  AN  PAR  PS 

knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  fire  control  techniques  and  equipment. 

General  knowledge  of  the  geographical  area  to  which  assigned. 

General  knowledge  of  the  techniques  used  in  forest  management  and 
ditec.se  control  work. 

Skill  in  the  use,  operacion,  and  maintenance  of  fire  fighting  equipment. 

Ability  to  instruct  and  supervise  subordinate  personnel. 

Ability  to  establish  and  maintain  effective  working  relationships  with 
the  general  public  and  other  forestry  employees. 

Ability  to  follow  oral  and  written  instructions  and  prepare  routine 

-  Physical  strength  and  stamina  to  perform  manual  labor  for  considerable 
periods  of  time. 

Minimum  Education  ^nd  Exoerience 


Graduation  from  high  school  and  three  years  forestry  related  work  experience. 


9614 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State  Statute, 
are  subject  to  and  must  meet  the  applicable  education,  employment,  and  training 
standards  as  defined  and  established  by  the  N.  C.  Criminal  Justice  Training  Standards 
Act  and  administered  through  the  N.  C.  Criminal  Justice  Training  and  Standards 
Council. 


Prepared  by 
Office  of  State  Personnel 
Revised  January,  1977 


COUNTY  FOREST  RANGER  I  9615 

DESCRIPTION  OF  WORK 

This  is  supervisory  work  in  forest  fire  control  and  forestry  management. 

Employees  serve  as  county  rangers  in  counties  having  less  than  300,000 
forest  acres.   They  supervise  fire  control  activities  including  fire  preven- 
tion and  suppression;  maintain  equipment  and  facilities;  and  assist  foresters 
in  forest  management  activities  such  as  volume  computation,  timber  marking, 
pest  control,  and  tree  stand  improvement  programs.   Work  is  guided  by  estab- 
lished departmental  policies  and  procedures  and  is  performed  under  the  general 
supervision  of  a  forester  who  evaluates  work  through  periodic  inspections  and 
analysis  of  monthly  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Patrols  entire  county  area  for  fires  and  fire  hazards;  participates  in 
fire  prevention  activities  by  giving  programs  at  schools,  fire  departments, 
clubs,  and  civic  organizations. 

Investigates  forest  fires  including  gathering  of  evidence;  issues  war- 
rants, and  appears  as  witness  in  court  proceedings. 

Performs  periodic  inspections  on  equipment  and  facilities;  supervises 
maintenance  and  construction  on  fire  towers  and  buildings,  portable  fire- 
fighting  equipment,  hand  tools,  vehicles  and  related  equipment. 

Reviews  for  accuracy  and  completeness  all  reports  submitted  by  subordi- 
nate personnel;  prepares  fire  reports  on  rach  fire;  submits  daily  and  monthly 
rscrrts  on  work  performed. 

Issues  or  authorizes  local  residents  to  issue  burning  permits  during  fire 
season. 

Selects  and  conducts  training  program  for  temporary  personnel;  assists 
in  training  tower  operators,  equipment  operators,  and  fire  crewman. 

P.eceives  requests  from  landowners  for  forest  management  assistance;  advises 
land-owner  :f  forest  management  programs  available;  assists  technical  foresters 
:.r:  volume  computation  j  timber  marking  and  tree  stand  improvement  programs. 

Supervises  superior  tree  research  projects  which  involves  selection, 
grafting,  transplanting  and  care  of  experimental  trees;  promotes  seedling  sales 
through  radio,  newspapers,  and  other  public  contact  media. 

Performs  related  work  as  required. 

:-..: ■: ?  ;  iiment  s tandards 


Knowledges,  Skills  and  Abilities 

Considerable  knowledge  of  fire  control  techniques  and  equipment. 

General  knowledge  of  the  geographical  area  to  which  assigned. 

working  knowledge  of  forest  management  procedures  and  techniques. 

Ability  to  organize,  instruct,  and  supervise  subordinate  personnel. 

Ability  to  secure  cooperation  of  the  general  public  in  fire  prevention 
■i.-.c  -aintain  effective  working  relationships  with  other  forestry  employ2es. 

Ability  to  gather  and  present  information  orally  or  in  writing. 

Physical  strength  and  stamina  to  perform  manual  labor  for  considerable 
periods  of  time.. 

Minimum  Educatio   arid  Experience 

Graduation  from  high  school  and  four  years  of  progressive  experience  in 
forest  fire  control  or  forest  management  work;  or  an  equivalent  combination 

of  training  ana  experience. 


9615 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment,  and 
training  standards  as  defined  and  established  by  the  N.C.  Criminal  Justice  Train- 
ing Standards  Act  and  administered  through  the  N.C.  Criminal  Justice  Training 
and  Standards  Council. 


Prepared  by 
Office  of  State  Personnel 
Revised  January,  1977 


COUNTY  FOREST  RANGER  II  9617 

ASCRIPTION  OF  WORK 


This  is  supervisory  work  in  forest  fire  control  and  forestry  management. 

Employees  serve  as  county  rangers  in  counties  having  300,000  or  more 
forest  acres.   They  supervise  fire  control  activities  including  fire  preven- 
tion and  supervision;  maintain  equipment  and  facilities;  and  assist  foresters 
in  forest  management  activities  such  as  volume  computation,  timber  marking, 
pest  control,  and  tree  improvement  programs.   Work  is  guided  by  established 
departmental  policies  and  procedures  and  is  performed  under  the  general 
supervision  of  a  forester  who  evaluates  work  through  periodic  inspections 
and  analysis  of  monthly  reports. 

EXAMPLES  OF  DUTIES  PERFORMED 

Patrols  entire  county  area  for  fires  and  fire  hazards;  participates  in 
fire  prevention  activities  by  giving  programs  at  schools,  fire  departments, 
clubs,  and  civic  organizations. 

Investigates  forest  fires  including  gathering  of  evidence;  issues  war- 
rants, and  appears  as  witness  in  court  proceedings. 

Performs  periodic  inspections  on  equipment  and  facilities;  supervises 
maintenance  and  construction  on  fire  towers  and  buildings,  portable  fire 
fighting  equipment,  hand  tools,  vehicle  and  related  equipment. 

Reviews  for  accuracy  and  completeness  'II  reports  submitted  by  subordi- 
nate personnel;  prepares  fire  reports  on  ,ach  fire;  submits  daily  and  monthly 
-"  -• .  :  r  t  s  c  n  wo  r  k  p  e  r  f  o  r  rn  s  a  . 

Issues  or  authorizes  local  residents  to  issue  burning  pennies  during  fire 
.  CiS.  p. . 

Selects  and  conducts  training  program  for  temporary  personnel;  assists  in 
training  tower  operators,  equipment  operators,  and  fire  crewmen. 

Receives  requests  from  landowners  fcr  forest  management  assistance :  advise- 
.  r.\o--.rer  of  fornst  management  programs  available;  assists  technical  forerters 
-•  vo  lv.-e  co.'.pv  tation ,  timber  marking  and  tree  stand  improvement  programs. 

Performs  related  work  as  required. 

?■  IC-7  U7.TMENT_  STANDARDS 

knowledges,  Skills,  and  Abilities 

-■"■nsiderable  knowledge  of  fire  control  techniques  and  equipment. 
Taneral  knowledge  of  the  geographical  area  to  which  assigned. 
"■'orking  knowledge  of  forest  management  procedures  and  techniques. 
-tr.Iity  to  organize,  instruct,  and  supervise  subordinate  personnel, 
-oiiity  to    secure  cooperation  of  the  general  public  in  fire  prevention 
ap.c1  maintain  effective  working  relationships  with  other  forestry  employees. 
Ability  to  g?ther  and  present  information  orally  or  in  writing. 
Physical  strength  and  stamina  to  perform  manual  labor  for  considerable 
:-_•  _ods  of  c  im.e  . 

Minimum  Education  and  Experience 

Graduation  from  '  :• [-h  school  and  four  years  of  progressive  experience  in 
.'"'rest  fire  control  c  forest  management  work;  or  an  equivalent  combination 

"' '.  ".r  ir  .••   " "  eye  r   er.c  .  . 


9617 


NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment,  and 
training  standards  as  defined  and  established  by  the  N.C.  Criminal  Justice  Train- 
ing Standards  Act  and  administered  through  the  N.C.  Criminal  Justice  Training 
and  Standards  Council. 


Prepared  by 
Office  of  State  Personnel 
Revised  January,  1977 


ROUGH  DR.\!"i 
REGIONAL  FOREST  RANGER  9619 

DESCRIPTION  OF  WORK 


Work  in  this  class  involves  assisting  a  regional  forester  administer 
fire  control  and  equipment  utilization  programs  within  assigned  forestry 
districts. 

Employees  coordinate  personnel  training  courses,  fire  prevention  and 
suppression  activities  and  supervise  the  modification,  utilization  and  main- 
tenance of  equipment  and  facilities.  Work  involves  considerable  contact 
with  other  forestry  personnel,  local  government  officials  and  the  general 
public  in  expediting  details  on  work  assignments.   Work  is  guided  by  admin- 
istrative policies  and  procedures  and  by  instructions  from  the  regional 
forester  and  is  evaluated  by  the  manner  in  which  assignments  are  conducted 
and  the  results  achieved. 

EXAMPLES  OF  DUTIES  PERFORMED 

Prepares  area  fire  detection  programs,  coordinates  and  directs  training 
programs  for  part-time  personnel  available  on  standby  basis. 

Assists  regional  forester  in  determining  needs  for  fire  suppression 
and  fire  organization  training;  assists  in  developing  programs  to  meet 
required  needs  and  participates  in  conducting  such  programs. 

Determines  regional  equipment  needs  to  support  fire  suppression 
personnel;  establishes  performance  standards  to  be  met  by  equipment  operator 
personnel;  determines  training  needs  and  establishes  necessary  programs  to 
achieve  desired  goals. 

Evaluates  various  types  of  commercial  mobile  equipment  to  determine  its 
-j  ;epcability  for  use  in  fire  suppression  or  maintenance  work;  based  or  test 
r=.  =  ults.  recommends  acquisition  of  equipment  for  forest  service  use;  nay 
modify  equipment  to  meet  specific  needs. 

Promotes  various  safecy  programs  and  practices  within  assigned  area; 
,-  -;■  i  .-:3t  irT-it-'  accidents  and  prepare  necessary  reports. 

Performs  related  work  as  required. 

,  r. :.  I:.U  IIMEN  T  3 1  AND  ARDS 

Knowledges,  Skills,  and  Abilities 

Considerable  knowledge  of  fire  control  techniques  and  equipment. 

Considerable  knowledge  of  geographical  area  to  which  assigned  and 
:z ration  of  fire  suppression  personnel  and  equipment. 

Considerable  knowledge  of  forestry  laws  and  departmental  policies  and 
re  re  1  ations. 

general  knowledge  of  all  forestry  programs  and  activities. 

Ability  to  organize  and  review  the  work  of  subordinate  personnel. 

Ability  co  establish  and  maintain  effective  working  relationship  with 
t:  c-  general  public  and  other  forestry  employees. 

Ability  to  gather,  evaluate,  and  present  information  orally  or  in 
-  "  -  -  r-  g  . 

Ability  to  maintain  routine  records  and  prepare  reports  from  these 
*-tcords . 

Physical  strengt:  and  stamina  to  perform  manual  labor  for  considerable 
periods  of  tima. 


9619 


Minimum  Education  and  Experience 

Graduation  from  high  school  and  seven  years  of  progressive  experience 
in  forest  fire  control  or  forest  management  work;  or  an  equivalent  combina- 
tion of  training  and  experience. 

NECESSARY  SPECIAL  QUALIFICATION 

State  employees  engaged  in  "law  enforcement  work",  as  defined  by  State 
Statute,  are  subject  to  and  must  meet  the  applicable  education,  employment,  and 
training  standards  as  defined  and  established  by  the  N.C.  Criminal  Justice  Train- 
ing Standards  Act  and  administered  through  the  N.C.  Criminal  Justice  Training 
and  Standards  Council. 

Prepared  by 
Office  of  State  Personnel 
Revised  January,  1977 
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TROOP  AND  DISTRICT  BOUNDARIES; 
ALLOCATION  OF  PERSONNEL 
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Column  (1):    Fatal  accidents  per  county  for  a  particular  year. 

Column  (2):   Non-fatal  injury  accidents  per  county  for  the  same  year. 

Column  (3):   Summation  of  fatal  and  non-fatal  accidents  or  columns  (1)  and  (2). 
Statistically  between  injury  and  fatal  accidents  there  is  no 
difference;  therefore,  they  are  combined  and  weighed  equally. 
Whether  a  person  sustains  fatal  or  non-fatal  injuries  depends  to 
a  large  degree  upon  circumstances  which  cannot  be  measured. 

Column  (4):   Total  fatal  and  non-fatal  injury  accidents  are  doubled.  Since 
injury  and  fatal  accidents  are  more  severe,  in  most  instances, 
than  property  damage  accidents,  they  are  weighted  more  heavily 
in  ascertaining  the  accident  problem  of  a  given  county. 

Column  (5):    Property  damage  accidents  per  county  for  the  same  year. 

Column  (6):   Summation  of  property  damage  accidents  and  the  weighted 
figure  for  injury  and  fatal  accidents. 

The  traffic  collision  index  is  then  averaged  over  the  three-year  period  to  arrive 
at  an  average  point  index  of  each  county,  as  shown  below1: 


County 

19 

19 

19 

Total 

Average 

Percent 

The  percent  figure,  which  reflects  the  relative  size  of  the  accident  problem  for 
each  county  as  compared  to  the  entire  State,  is  obtained  for  each  county. 

e.  The  population  and  miles  of  rural  primary  and  secondary  highways  are  determined 
and  assigned  a  weight  factor  (percent)  by  county.   These  weight  factors  are 
totaled  by  county  with  the  traffic  collision  weight  factor,  divided  by  four  (4)  and 
the,  quotient  shall  be  the  county  index. 

f.  The  county  index,  which  reflects  the  relative  size  of  problem  factors,  is 
multiplied  by  the  number  of  Troopers  for  assignment  to  determine  the  minimum 
number  needed  in  each  county. 


County 

Traffic 

Collision 

Index 

Population 
Index 

Primary 

Highways 

Index 

Secondary 

Highways 

Index 

Total 

Divided 

by  4 

County 

Index 

x  Troopers 
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ATTACHMENT  C 


POLICY  ON  ESTABLISHING  MINIMUM  QUALIFICATIONS  STANDARDS  FOR  EACH  CLASS  OF  WORK 


It  shall  be  the  policy  of  the  State  to  establish  minimum  qualification  standards 
for  each  class  of  work  in  the  position  classification  plan.  The  standards  will 
be  based  on  the  job-related  skills,  knowledges,  and  abilities  common  to  each 
classification.  The  skills,  knowledges,  and  abilities  and  qualifications  shall 
be  an  integral  part  of  each  class  specification  and  shall  serve  as  guides  for 
the  selection  and  placement  of  individuals  according  to  their  potential  for 
successful  performance  of  assigned  duties. 


The  education  and  experience  statements  serve  as  indicators  of  the  possession 
of  identified  skills,  knowledges,  and  abilities  and  as  guides  to  primary 
sources  of  recruitment.  The  State  Personnel  Board  recognizes  that  a  specific 
quantity  of  formal  education  or  number  of  years  experience  doss  not  guarantee 
possession  of  the  identified  skills,  knowledges,  and  abilities.  Qualifications 
necessary  to  perform  successfully  may  be  attained  in  a  variety  of  combinations. 
Management  is  responsible  for  determining  alternative  qualifications,  subject 
to  the  approval  of  the  State  Personnel  Director. 


Effective  December  13,  1974 


APPENDIX   D 


POSITION        MANAGEMENT 


It  is  the  policy  of  the  State  of  North  Carolina  to  deliver  its  programs  of  service  and  achieve  its  objectives 
through  sound  management  practices.  A  basic  part  of  this  policy  is  effective  and  economical  position  manage- 
ment. 

Position  management  involves  the  design  and  control  of  individual  positions  to  achieve  a  proper  balance 
of  values  among  the  following  management  considerations:  number  of  positions;  total  cost  of  services; 
maximum  use  of  scarce  or  costly  manpower  skills;  maximum  attraction,  retention,  and  motivation  of 
competent  peisonnel;  provision  for  maximum  developmental  opportunities;  effective  use  of  work  processes, 
equipment,  and  techniques;  and  clear  delineation  of  duties  and  responsibilities.  Good  position  management 
reflects  the  composite  resolution  of  these  often  conflicting  values. 

Position  management  is  inherently  the  responsibility  of  managers  and  supervisors.  Staff  assistance -in  this 
area  is  available  to  management  from  the  State  Personnel  Department. 


POSITION  DESIGN 

Position  design  is  the  structuring  of  work  assignments  to  achieve  organizational  goals  with  the  best  use  of 
manpower  most  readily  available  and  by  avoiding  unnecessary  competition  for  personnel  in  short  supply. 
Each  agency  and  each  program  of  service  in  State  government  is  in  competition  for  scarce  manpower,  funds, 
and  space  resources.  These  represent  actual  and  imposed  controls  or  limitations.  Position  design  has  as  its 
goal  the  improved  management  of  positions  within  the  limitations  of  available  resources,  line  managers  have 
many  factors  to  consider  in  designing  positions.  These  include  labor  market  resources,  equipment  or  work 
process  alternatives,  pay  competition,  competing  demands  for  funds  and  space,  overall  goal  or  program 
priorities,  training  possibilities,  and  many  others.  To  assist  management  with  data  collection  and  analyse 
of  the  many  considerations,  staff  assistance,  both  from  within  the  agency  and  resources  of  other  staff 
agencies,  should  be  used. 

Position  design  is  accomplished  by  systematically  following  several  guides  which  are  keys  to  developing 
facts  necessary  to  good  position  design  and  management: 

—  Analyzing  the  mission  of  the  organizational  unit  (program  priorities,  funds 
limitations,  mission  coverage), 

—  Determining  the  tasks  to  be  performed  in  accomplishing  the  agency's  mission 
(skills  needed,  level  of  skills  and  tasks,  workload,  supervision  required), 

—  Determining  the  most  efficient  methods,  work  processes,  equipment,  r.nd  tech- 
niques for  performing  identified  tasks, 

—  Designing  positions  by  grouping  tasks  together  on  the  basis  of  the  most  effective 
use  of  available  manpower  skills  (skill  content  anrj  level,  supervision,  clerical  or 

admiOIStn'tive  tnjnnort     (Ipv^lnnrrt^nt   or  nrrtroot'OnBl   potential), 

—  Continuously  reviewing  assignments  and  restructuring  work  of  positions,  in- 
cluding vacancies,  to  maintain  efficiency  and  economy  on  a  current  basis 
(organizational  change,  program  modification,  labor  market  change,  turnover, 
technological   innovation,  staff  growth,  and   development). 
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APPENDIX   E 
POSITION   CLASSIFICATION 

In  the  successful  accomplishment  of  position  management,  there  is  a  need  to  define  the  nature  of  positions, 
relative  to  the  mission  and  the  dynamics  of  the  organization  and  the  whole  of  State  government.  Position 
classification  is  the  process  of  identifying  and  describing  the  different  kinds  of  work  to  be  found  in  an 
organization  and  then  arranging  positions  with  similar  kinds  of  work  together  into  groups  or  classes  on  the 
basis  of  their  duties,  responsibilities,  and  qualification  requirements.  Position  classification  is  one  of  the  most 
important  steps  which  can  be  taken  toward  the  development  of  efficient  administrative  management,  and 
it  is  fundamental  to  other  features  of  personnel  administration.  It  provides  the  basis  for  an  equitable  and 
logical  pay  plan,  for  meaningful  standards  of  recruitment  and  selection,  and  for  good  employee-employer 
relations;  it  supports  management  in  planning,  budgeting,  maintaining,  and  improving  organization;  and  in 
general,  position  classification  prepares  the  way  for  the  systematic  determination  and  execution  of  specific 
personnel  and  pay  transactions  as  well  as  general  personnel  policies. 

Basic  to  an  understanding  of  position  classification  are  the  concepts  of  position  and  class. 

A  position  is  a  group  of  duties  and  responsibilities  assigned  by  competent  authority 
to  be  performed  by  one  individual  employed  on  a  full-time  or  part-time  basis. 

A  class  is  a  specific  group  of  positions  which  are  so  similar  in  duties  and  responsibilities 
that  they  justify  common  treatment  in  selection,  compensation,  and  other  employment 
processes  and  the  same  descriptive  title  may  be  used  to  designate  all  positions  in  the 
class  regardless  of  the  agencies  in  which  they  are  located. 


Position  classification,  therefore,  is  not  a  classification  of  individuals.  If  individuals  iiC  p! 
according  to  their  qualifications  and  a  salary  range  for  each  class  applied  to  each  individual  in  that  class, 
all  persons  with  equal  qualifications  would  receive  the  same  rate  of  pay  whether  they  perform  minor  and 
routine  tasks  or  difficult  and  responsible  tasks. 


CLASSIFICATION  PLAN 

The  classification  plan  for  the  State  of  North  Carolina  consists  of  all  classes  established  for  positions  subject 
to  the  State  Personnel  Act,  together  with  procedures  for  maintaining  the  plan  and  specifications  for  each 
class.  In  grouping  positions  into  classes,  they  are  first  sorted  by  kind  of  work,  for  example,  clerical,  nursing, 
accounting,  or  engineering.  Second,  the  duties  and  responsibilities  of  individual  positions  are  evaluated 
or  weighed  to  determine  their  relative  level  of  difficulty  and  responsibility.  Among  the  classification  factors 
used  in  determining  the  level  of  a  position  are  the  following: 

1.       Variety  and  complexity  of  work; 

2..,.,  .  e ,»  .    *  .  r>  <    •  *  ,  \ 

Analytical  lequuciucui  ^nuuiung  hvwjmij  »^»  j^,,,i,.b  p.v..-3-.j..,,,, 

3.  Responsibility  for  work  decisions  and  their  importance  (conw«y.'«w*  of  error); 

4.  Supervisory  duties  (supervision  exercised); 

5.  Supervision  received  (how  detailed  are  instructions,  how  closely  work  is  reviewed); 
and 

6.  Nature  and  siCTT<'fVan<,'*  of  nnhlir  contacts. 

In  line  with  these  general  principles,  groups  of  positions  are  subdivided  by  kind  of  work  and  le/el  of  diffi- 
culty and  responsibility  into  classes.  Thus,  classes  arranged  vertically  by  level  for  a  particular  kind  of  work 
become  a  class  series,  for  example:     Accountant  I,  Accountant  II,  Accountant  III,  and  Accountant  IV. 
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CLASS  SPECIFICATIONS 

For  each  class  as  previously  defined,  a  class  specification  is  written.  Specifications  are  intended  to  identify 
every  type  of  work  which  exists  throughout  State  government.  Changes  in  departmental  organization  and 
work  assignments  and  the  creation  of  new  positions  from  time  to  time  require  new  classes  and  specifications 
or  modifications  in  existing  classes  and  their  specifications.  Individual  class  specifications  are  arranged  by 
a  schematic  code  system  in  accordance  with  several  broad  occupational  groupings.  Such  an  arrangement 
puts  together  those  classes  which  are  most  closely  akin  in  terms  of  occupations  and  the  major  functions  of 
the  classes. 

A  class  specification  is  a  generalized  description  of  the  duties  and  responsibilities  characteristic  of  positions 
which  comprise  a  class;  it  is  not  intended  to  describe  all  the  duties  of  each  position  in  the  class  but  rather 
to  give  a  composite  view  of  the  class  so  as  to  set  it  apart  from  other  classes.  Each  class  specification  includes 
the  following  sections:  (1)  Class  Title,  (2)  Description  of  Work,  (3)  Examples  of  Duties  Performed,  and 
(4)  Recruitment  Standards,  including  (a)  knowledges,  skills,  and  abilities;  (b)  minimum  education  and  ex- 
perience; and  (c)  special  requirements. 

Class  Title  -  The  class  title  is  the  official  title  to  be  used  for  payroll,  position  control, 
and  other  personnel  and  budget  records.  It  may  cover  positions  in  several  agencies 
and  does  not  preclude  the  use  of  more  specific  working  titles,  if  individual  agencies 
so  desire.  In  a  series  where  Roman  numerals  are  used  to  indicate  mere  than  one  level 
of  work,  the  numeral  "I"  always  denotes  the  lowest  level. 

Description  of  Work  -  This  section  describes  by  a  general  statement  anri  thf-n  hy  mnr* 
detailed  statements  the  type  of  work  and  responsibilities  which  characterize  the 
class.  A  consideration  of  such  factors  as  variety  and  difficulty  of  work,  work  hazards, 
relative  independence  of  action,  supervision  received  and  exercised,  and  other  dis- 
tinguishing features  are  also  included. 

Examples  of  Duties  Performed  -  The  heading  of  this  section  states  accurately  what  its 
purpose  is,  namely  to  illustrate  a  more  specific  picture  of  the  duties  assigned  to  posi- 
tions in  the  class  in  terms  of  typical  examples  rather  than  an  all-inclusive  list  of  assign- 
ments. It  does  not  define  or  limit  the  duties  which  may  be  assigned  to  an  employee, 
and  individual  positions  in  the  class  will  involve  duties  which  are  not  listed. 

Recruitment  Standards  - 

(a)     Knowledges,  Skills,  and  Abilities  -  Knowledges,  skills,  and  abilities  set  forth  the 
requirements  of  employees  for  successful  work  performance  in  positions  allocated 
to  the  class.  They  are  written  in  terms  of  what  are  required  of  new  employees 
at  time  of  appointment  or  promotion.  They  do  not  b^ify  ilie  desirable  quali- 
fications of  a  thoroughly  experienced  employee  in  the  class.  Thus,  their  purpose 

prijr<n»;l"  :-  *~  v.-   ~r :-* :_   *t- .   :» .     ...  ......  «      •  <• 


applicants.  They  may  be  used  also  to  identify  training  guides  to  develop  promot- 
ability  of  lower  level  employees.  Personal  characteristics  such  as  honesty,  courtesy, 
dependability,  sobriety,  and  industry  are  not  mentioned;  they  are  requirements 
for  all  employees  in  all  classes  of  work  in  the  State  service. 

Knowledges  are  listed  first  as  the  subjects,  topics,  and  items  of  information  or 

lCuI  1 11 II  ^         W"£i.W2l        mm         US  Tm  waattsA  \s  J  ww         >.>a*\_s  v*i  u  ivjiu  r*         ui         utv         ItillV        \J  k        UpUUlllllSlVIt  t. 

Furthermore,  degrees  or  amounts  of  knowledge  are  indicated  through  the  use  of 
phrases  which  have  the  meanings  iiiuii;5ji*-u  as  follows: 

"Some  Knowledge"  -  implies  familiarity  only  with  the  elementary  principles 
and  terminology. 
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"Working  or  General  Knowledge"  -  these  terms  should  be  used  interchangeably 
to  imply  sufficient  knowledge  of  the  subject  to  enable  the  employee  to  work 
effectively  within  a  normal  range  of  standard  work  situations  with  only  general 
supervision.  Ordinarily,  a  college  graduate  in  a  particular  field  should  have  a 
general  knowledge  of  the  subject  matter  of  that  field.  An  individual  seeking 
employment  as  a  tradesman  should  have  a  working  knowledge  of  the  methods, 
tools,  techniques,  and  practices  of  that  trade. 

"Considerable  Knowledge"  -  implies  enough  knowledge  of  the  subject  to  enable 
the  employee  to  work  independently  without  direct  supervision  and  to  assume 
responsibility  for  the  solution  of  unusual  as  well  as  commonplace  work  problems. 

"Thorough  Knowledge"  -  implies  an  advanced  knowledge  and  comprehensive 
understanding  of  the  subject  matter  which  will  permit  not  only  the  solution  of 
unusual  work  problems,  but  also  advising  on  technical  questions  and  planning 
methods  for  difficult  work  situations. 

Statements  of  required  knowledges  are  followed  by  statements  of  skills  and 
abilities  in  that  order.  These  are  indications  of  what  an  employee  must  be  able 
to  do  on  the  job.  While  there  is  considerable  overlap  in  the  definitions  of  these 
two  terms,  skills  apply  to  (1)  technical,  manual,  or  manipulative  proficiencies  or 
(2)  proficiencies  which  are  learned  or  acquired  through  training.  Abilities, 
on  the  other  hand,  relate  more  to  aptitudes  or  persona!  and  social  attributes 
which  tend  to  be  innate  or  acquired  without  formal  instruction. 

(b)  Minimum  Education  and  Experience  —  This  section  is  a  translation  of  the 
knowledges,  skills,  and  abilities  section  into  quantifiable  training  and  experience 
standards.  It  is  a  statement  of  the  minimum  qualification  requirements  which  an 
applicant  for  a  vacant  position  in  the  class  should  possess  at  the  time  of  appoint- 
ment. As  prerequisites,  these  requirements  represent  the  most  desirable  combina- 
tion of  training  and  experience  not  only  from  the  point  of  view  of  the  work  to  be 
performed  but  also  the  kinds  of  applicants  which  can  most  readily  be  obtained 
in  the  labor  market. 

On  most  specifications  the  phrase  "or  an  equivalent  combination  of  training  and 
experience"  is  included.  The  purpose  of  this  phrase  is  to  indicate  that,  in  re- 
cruitment and  selection,  reasonable  substitutions  of  formal  education  and  ex- 
perience, one  for  the  other,  are  allowable.  Furthermore,  additional  desirable 
qualifications,  such  as  other  kinds  of  experience  or  more  specialized  education  or 
training,  may  be  considered.  In  evaluating  equivalent  substitutions  or  additional 
desirable  qualifications,  however,  they  should  be  significant  to  the  work  of  the 
class  in  terms  of  the  knowledges,  skills,  and  abilities  which  are  indicated  as 
prerequisites. 

(c)  Special  Requirements  —  In  this  particular  section  are  listed  specific  licenses  or 
certificates  needed  by  an  employee  to  perform  a  given  job.  Such  licenses  are 
those  required  for  persons  engaged  in  certain  occupations  such  as  law,  medicine, 
or  jobs  requiring  trie  operation  Oi  uaiigci'0u3  cquiprvicr.t.  *.*dz  3ccticn  mny  CiSO  be 
used  to  specify  conditions  of  physical  endurance  or  emotional  stability  high- 
lighted by  demands  of  positions  in  a  class,  where  such  conditions  are  primary 
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MAINTAINING  THE  CLASSING/ 


The  State   Personnel   Department  r   responsible   for  establishing,  revising  and  maintaining  the 

Classification  Ran  for  the  entire  government.  Agency  heads  may  report  the  need  for  classification 

action;  or  the  State  Personnel  Department  may  initiate  studies  of  single  positions,  occupational  groups,  or 
organizational  groups  of  positions  to  determine  that  classifications  are  cur»o!.:  ""-JI-.  ■.— L^l  ..„'„_!  _f  il_ 
Classification  Plan  is  retained  by  the  State  Personnel  Department,  the 
responsibility  of  everyone  concerned  with  em 
supervisors,  and  agency  beads. 


ment.  This  includes  individual  employees,  immediate 


Employees  -  When  an  emploj  nks  his  position  is  not  in  the  right  class,  he  should 

request  his  supervisor  to  conduct  a  review  cf  his  duties.  His  request  should  include  a 
statement  of  his  reasons  for  believing  his  job  classification  is  wrong.  It  should  be 
reviewed  by  his  supervisor  and  agency  head  or  his  representative;  and  if  the  request  seems 
justified,  the  agency  head  should  submit  it,  along  with  his  comments,  to  the  State 
Personnel  Department.  The  position  will  hen  be  studied  to  determine  if  the  classifi- 
cation should  be  changed. 


Supervisors  and  Agency  I 
with  line  management  - 
mining  the  duties  and  respons 
to   work  and  informing    hem 
duty  assignments  and  organiza 
Personnel    Department, 
efficient  and  economical  man: 


;sponsibUity  for  position  classification  rests 
supervisors.  They  are  responsible  for  deter- 
>ositions,  for  assigning  individual  employees 
igned  duties,  and  for  reporting  changes  in 
:  need  for  classification  action  to  the  State 
I    parts  of  their  general  responsibility  for 


ESTABLISHMENT  AND  REVISION  OF  CLASSES 

Classification  studies  may  reveal  from  to  time  the  need  to  establish  new  classes  or  revise  existing 

classes.  These  actions  must  be  reo  he  Personnel  Director  and  approved  by  the  State  Personnel 

Board  and  the  Governor.  Likewise  no  longer  used  are  abolished  with  the  Board's  approval. 

Allocation  of  Positions  nbject  to  the  Personnel  Act  is  allocated  to 

an  appropriate  class  in  the  Classification  Plan.  The  allocation  of  a  position  is  its 
assignment  to  a  class  containing  all  positions  which  are  sufficiently  similar  in  duty 
assignments  to  justify  common  treatment  in  selection,  compensation,  and  other  em- 
ployment processes.  A  class  may  consist  of  a  single  unique  position  or  of  many  like 
positions. 


Tentative  Flat  Rate  Provisions  -  (here  is  insufficient  information  available  to  deter- 
mine or  recommend  to  the  Siaiu  Fcisonncl  Do«i«'«  <»  ucuMiie  ciassiiieauon  and  pay 
provision,  the  State  Personnel  Directo  may  assign  a  tentative  flat  rate  salary  to  a 
tentative  class.  When  sufficient  information  is  available  to  define  a  classification,  such  a 
recommendation  will  be  made  to  the  State  Personnel  Board. 
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APPENDIX  I 


Salary  Ranges  for  Entry  Level  ABC  Officers 
in  Five  N.C.  Counties  and  State  Government 


Wake  County        $  722-  968 

Durham  County       8 31-  976  plus  $30  a  month  clothing  allowance 

Forsyth  County      1026-1189  plus  $30  a  month  clothing  allowance 

Guilford  County      910-1107  pays  for  2  shirts  &  2  pairs  of  pants  per  year 

and  "boots  when  needed 

Mecklenburg  County   883-118U  plus  $25  a  month  clothing  allowance 
State  Government     76O-  9*+7 
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APPENDIX  J(l) 


Amount  an  Employee  Would  Earn  Over  the  Projected 
Twenty-six  Year  Period 


State  Government  $3^5,612 

Charlotte  332,202 

Greensboro  369,98^ 

Winston-Salem  390 , 8l6 

Raleigh  376,1^0 

Durham  3^1,99^ 
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